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PREFACE

through the .Basic Educational Opportunity Grant (BEOG), the College Work-Study (CWS), the National
Direct Student Loan (NDSL ) and the Supplemental Educational Opportunity Grants (SEOG) programs, the Federal
government has become a maior funding component of the student financial aid programs on many college campuses
throughout the nation. These programs are designed to aid those students who require this assistance (as determined
by a recognized need analysis system) in order tc pursue a postsecondary education; thus, many students from low'
income families have been given the opportunity to continue their education beyond high school. Under these
programs, both the students and the participating institutions assume various responsibilities. The institutional
responsibilities to the Federal government and to the students are contained in the Terms of Agreement, a document
which is signed by or 'for the Commissioner of Education and the President of the institution prior to its
participation in the CWS, SEOG, and .NDSL Programs (See Appendix A, p. 63), and in the BEOG Agreement (See
Appendix B, p.

One responsibility assumed by the institution is the maintenance of the level of its own student assistance
programs. The Federal government supplements the institution's commitment to student financial assistance. Under
the National Direct Student Loan and the Basic Educational Opportunity Grant programs there is no maintenance of
level requirement as such. however, in the case of NDSL, the institution is required to provide 10% of the total loan
funds, thus committing institutional funds to this program for its entire period of existence in the institution.

A second basic responsibility assumed by an institution under these programs is that of maintaining the fiscal
integrity of the funds and submitting periodic reports to the Federal government. These reports are used to develop
informatton to determine whether the funds are being properly milized in fulfilling the intents of Congress and the
program guidelines

In a rather unique sense, the participating institution has a major responsibility to itself and to its students to
develop and maintain good records and control over the student financial aid programs. First, significant amounts of
the institution's own funds are involved. Secondly, since these tunds constitute a major part of the aid available to
the students at many schools, any. action which would tend to reduce the Funds available would be a substantial
disservice to the students who most need the assistance.

This Manual has been prepared with the intention of assisting institutions in meeting their responsibilities.
Some institutions have experienced difficulties in the administration of these programs; and, in general, these
institutions evidence weakness in several areas. This Manual identifies the areas in which these difficulties most
frequently occur and discusses various methods and procedures which may be utiliad to insure sound, proper,
efficient management of these programs. These areas are as follows:

I ) Too often the administration of the institution does not reflect the relative importance of the financial aid
office in the budgetaty and philosophical aspects of the institution. With the tremendous growth in student financial
assistance and consequently the increase in the amount of funds administered through the student financial aid
office, this office should he given a level within the administrative structure commensurate with its expanded
importance and' responsibilities.

2) in addition to being placed in an appropriately visible spot within the raructure, the student financial aid
office should be adequatels staffed both in quality and in quantity. The klucation Amendments of 1976 require
that (unless a waiver is specifically gra- ted by *the Commissioner of Education) the institution appoint a full-time
person to handle the administration ot hese programs. Keeping track of everything related to a complete financial
aid-program requires full-time effort. The schools cminot continue to overburden the person in charge of the
financial aid programs, nor ,:an they give these jobs to a "short-timer" at the institution or to someone who will
quickly be moved up to a position of "greater importalwe" if lie or she works out vk ell in the aid administrator's
office. This Job is unportant, is full time, and requires a capable person to perform it.

r_



In .110, federally funded program there is a tWed to keep up-to-date records so that timely reports can be
issued Many institution, seem to refteet the idea that the institution's obligation is only to the students who are
participating in the program here is no question that the students are, and should be, the major emphasis of the
program Iloweyet . the st hool ies have a detm.ite obligation to the government as well. This obliption extends
beyond the tiling of an appin.ation for Federal funds There is an obligation to the students to obtain these funds,
hut there is .11..0 ari td)ligatt011 under specific contratt with the Federal government, to report On how these funds
ate expended I his .1% an aLa,:oerit me. reporting, and administrative obligation.

) 7lhere appear% ro he tadure in many institutions to maintain adequate records. Sound recordkeeping
tet hnique . will result in greater eaW of filing applications and periodic reports, and will provide the required
documentation tor the vanous programs Further, all official records must be retained by institutions for a period of
not tesi !hail toe y LW% atter the date ot submis.sion of the required annual report (or in the case of NDSL for not
less than toe y'.11% Itutil the date o which the entire amount of the loan has been repaid, cancelled, or assigned in
accordathe with regulationsi or until the resolution of an questions raised by the required audit, whichever is longer.

Mai* institutions fuse tailed to maintain a tiu.ely reporting system. Partly, this failure seems to be related
to the laels'id tam documentation in the school and partly to the changing formats of the reports required by the
()flit,: in 1 LI ticat ion. Institution% should establish efficient reporting systen ; which will enable the responsible
oft mak to nit ef the ()thee Lit I Lineation reporting iequirements on a timely basis.

Cominuniation appears to be a problem in some institutions. The Student Financial Aid Administrator,
the Business Manager, and the office of the .1uthori2ing official (President, Chancellor) must be in constant contact
regarding the aiellra0 of transactions enteied in the accounting system and '..he records. Regular conferences
het% een the parties responsible should be held.

7) Many inst.tutions base tailed to prepare procedural outlines for the administration of the programs and to
%pt'tit y lines ot L.sponsibility Th m. means that if a person i:. new in a iob, he or she is unable to learn the job quickly
bet Just' no one has taken the tune to record a short summary of "the way we do It here." Errors are made because
the nroeedures are nor recorded, and slight variations oceuF in the ,liandling of records each time the need arises.

one is wasted and poiper tunctioning of the program as hampered as the new employee tries to decide who is
supposed to perhirm what :unction for each aspect ...f.the program.

..Ime intitlitions, individual% who have responsibility for one segment of student financial aid seem to
laik understanding ot ;he entire aid program. Fach person must know the responsibilities of other persons involved
in the pnigiam so that AI In 4ork together to develop a more effective and orderly program.

91 1 he iielinqueno rate on National Direct Student Loan repayments has reached an alarming level at many
institutions For some rea:on, students are failing to repay their loans after they leave school, and some schools are
tadinc furless upon their loan ret intents the importance t.f repayment. There is a dual obligation on the part of
the s. hool and therstudent to see that timely repayment% are received so that the next needy student can benefit
trout the \ program

I ht.' illustrations ineluded in the tlanual Are It: die basic foraiat of general journal entries and handwritten
re, ords .,t Ow purpose ot si mph .. ity of iliustration The essence of any system is storage and retrieval of
pertinent miormation I hen:fore, the t ontepts included here are the basic type% of information that should be
sturid and tet, cc s.d t ho L an he adapted to any system, Including automatic and e,ectronic data processing.

proeram studen' financial aid at an institution is a cooperative effort among all the persons
resp al.le tor sun.tailtial segments of the program at the institution. For this reason, the material has not been
divided lilt those it. ins that 'are related to the jobs of the Student Financial Aid Administrator, the Business
Managei. an 1 the orm.ipal Fiscal Ottler, it is presented as a unified package that concerns each of the above persons
to one d...e.t,ct anotlici

Ii
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OPERATION OF PROGRAMS AN. OVERVIEW

Exhibit I presents in brief summary form some of the concepts that have seemed to be tublesoine to the
mdividuals working with these programs at many institutions. A review of these points will provide an introduction
to 014 Manual.

Exhibit II presents a flow chart fcvhe agreementJfunding-reporting cycle required in the administration of the
Oc. program:,

Eiatibit Ilazeserits a-similar flaw chart for the CWS, NDSL, and SEOG programs.

Exhibit IV presents a suggested .:-.,ganization chart for financial assistance program administration in
participating institutions.

DUE DILIGENCE

In its most rudimentary form the concept of "due diligence" means a thoroughgoing, systematic commitment
to sound practices and policies in all phases of the operation of the institution's student financial aid program. Thus,
when an institution enters intc an agreement with the Office of Education to participate in one or more of these
programs, it undertakes the responsibility to commit its fiscal k nd human resources to the operation of a sound
program.

The basic purpose of this Manual is to assist the institutions in developing practices and policies for the
operation of their student financial aid program which will constitute due diligence for the program. For example,
the Jssignment of qualified personnel who are thoroughly familiar with the operation of the program, the
maintenance of sound accounting records, the development of procedures manuals, etc., are all necessary foi the
accomplishment of due diligence.
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Jul% I

June 30

Exhibit II

How Chart

BEOG PROCRAM

Agreement funding reporting

Student validation
roster verified by
institution.

BLOG Agreement
signed by
inst itutional
representative (at
any time when in-
'ititution becomes
eligible).

Institution receives
authorization letter
for BLOC

BLOC progress
Report 10/31

qI6

BLOC Agreeinent signed
by institutioisl
representative (at any
time when institution
becon)es eligible). r

Possible. reviseii BLOC;
authorization based upon
Progress Report by
institution.

9e

BLOC Final Progress
Report 6/30

.131:OG Agreement
siped by institu-
tional 1.-presentative
(at any time when
institution becomes

Possible revised BLOC
authorization based
upon Progresg Report
by institution.

BLOC Progress Report 2/28

BLOC Agreement.signed by-
institutional representative
(at any time when institu-
tion becomes eligible).

POssible revised BLOC,
authorization based upon
Progress Report by
institution.

December .31

January



Exhibit Ill

Flow Chart

(VS. NDSL. and SEOG PROGRAMS

Application funding reporting
..,...11=11,111,6

July I

June 30

Grant-period-end
reports due - all
programs (Lit pruor
grant period,

Acceptance of
Terms of
Agreement.

Applications submit ted
to Regional Office

" ruriding recommendations
made by Region

Unexpended CWS.
and SEOG authorization
at grant penon end
lapses. 6/30i-

Institutions receive
award notices for

, Draw grant period:
1. ('WS
2. NDSL
3. SEOG

1:1

Deobligation of lapsed CWS,
NDSL, and SEOG funds appears
'on Recipient Report cf
Expenditures (DFAFS)

4its

December 31

Wpshington office
computes institutional
allocations for CWS, NDSL,
and SEOG.

Supplemental NDSL
delinquency report.

January 1

NOTF.. Audits are required of aboye programs at least every two years.

4
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Exhibit IV

Suggested Organization Chart

S.

FEDERAL STUDENT FINANCIAL ASSISTANCE PROGRAM ADMINISTRATiON IN POSTSECONDARY INSTITUTIONS

PROGR 9MINISTRATION

Financial A. Administrattt;411
staff

Processes applications
Determines need
Makes award offers and receives
acceptances

Mointains records for program
7porting

INSTITUTIONAL AUTHORIZING OFFICIAL
(president, chancellor, vice president, ete.)-.)
Enters into agreement with Commissioyer
Assures adequate program administration

STUDENT FINANCIAL AID ADVISORY COMMITTEE

(including representatives such as students, faculty, dean
of admissions, dean of student affairs, laess officer, and
student financial aid administrator)
Establishes institutional policies and written procedures
Assures continuous flow of communications
Designates administrative responsibilities

. --

duplicate sets:
Manuals and Adminis-

trative Materials
Institutional Appli-

cations
Award Letters

Program Reports

Mutual responsibility:

Institutional application

Institutional reporting

'd

lap

AP' FISCAL ADMINISTRATION

Business Officer and staff

Requests program funds frbm DFAFS
Makes disbursements
Maintains auditable records for

accurate accountability and
-reporting

Collects NDSL
Collects overawarded aid

owe



Due Dihgerice in Coliectior of NDSL Loans

tht- sfciter3l con, ept ot due diligence in the oveiall operation or the program tho NDSI.
nt..essalv to quaht a dti dihgense in the col:ectton of loans

lit ever isirt keep in mind the following

I n hewn at the time the loan ..pplisation is received As the Ntaitent signs tie. ite. he should he
awai, ii Sic Fs CNC. uting a legal doi:umeut iti whit h 1w recognves his indebtedness to the in.titution. This debt
tti;;1 hc toraht . aioth.: vvith interest, within a specified period ot time. The student should ;-itso he told of the
psso-htv m.it : spe. if iRuri1'.tants, ot having his debt to the institution partially or fulf . ea elled.

t 3idii I an exit inter-view %kith each borrower prior to his leaving the institution afl :s ., the borrowerC ,ith a s! his rena l. ment soled:ale (Note here that the repayment sched bl*CoMes C"nrie.`1 "91 t''d
as the ;.o%, it h.:, othes delinquent m repa mem this should be emphasiied to the "
. 0F'F.: U.. 1112.ltlic

Maintain .onta. t with the borrower after he leaobs school in order to facilitate at the tinw the tiro
onk ,tue and pav able Records and files to he dis..ussed in this Manua/ will be most helpful in

,11; obhgations under this requirement.

tatflish t),! *n.untam regular l9lhng and tollow-up procedures during the period in which the olostar.ling
talali. IdliaFtl I the institution may wish to use its own business ()nice staff to engage in thest a..! .r

ma. Mr .1gen to do the work

sh.ti !Lathe! ...ollection proLedurcs as the institution may consider appropriate to effect pitimpt
!;I;",t \

t,,rsh. in most direct kontact with the student who is receiving NDSL funds should keep in mind that
it: ,1 'am begin. at the date the loan is approved and the note is executed. It must he it pressed upon

ioint LU ime that he is receiving a loan that must be repard. rather than a grant or scholarship

terminates 41s enrollment at the institution, an exit interview must be held At this time he
I hi. indebtedness un.ler the NDSL program and fhe require:tie-tit that this debt he repaid.

, hv thL NUS I program should he followed during the exit interview. The importance
td i . sit ,I.ft'r emphasized too strongiy hecause.the care with which it is conducted will determine in, sueLess in obtaining repayments,

1..s,,11.1) Icr.,A11110 at an institution must he helped to reali?e that the school, also, has an indohtedness
", NI)sl ;'!..era in 1 iititl provided by the Federal government are not grants sunilar to 13FOG, (VS, or

I( Ale artliFettlk that will eientually he repaid by the institution to the Federal government.
:. LI .i I as an t'Str.i int.entive, be}ond the desire to help other needy students, for collection from the

1 yr m tor pm, ref er to Student Loan Collectum Procedures published hy N ACV BO.

Vue Diligence in Verification nf Basic Educational Opportunity Grant Applicant.Reported Data

I. . 3, u id the itastc Grant program depends to a considerable extent on the accuracy of the
;,.! . in making disbursing, and accounting tor awards.

.11111:TIR.1: regarding verification of student-reported data, the responsible official at the
require.,1 ti

r.nation reported ou the Student 1.11gihility Report where there is cop,:,ir.i'-oe .1":1111.4
ligitilit% R...poit may be checked. All financial documents should be ieviewel' to " a,:. I .' ins is nor due iii variations in reporting periods

4
Jl.
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2. Notify the student tit any apparent discrepancy and request documentation or correction. 'the student

shoiAld he provided an Opport mut to explain and correct erroneous information. t hider this policy, a discrepant y t5

presumed to be due to misunderstanding until it is proven to be due to deliberate falsification

3 Withhold pas ment until a correction, it needed, is made. In cases where the institution has indisputable
prinit that inhumation ha's been falsitied (for example, an IRS tax inn I040 piool of noncitizenship) the

institution must t ithhold pas molt_

4. Report unresolved cases to Office of I ducation within 30 days. When the (ghee of Fducation receives an

unresolvable case, it will he assumed that

(al the institiition has some documentation on tile to suppoit the allegation, or has icason to believe that

the intoi Illation repotted is q nest ninabIe. and

th) the responsible official at the institution has madc a reasonable effort to contact the student and has

twen unsuccesst ul in rest ilving the dis,ae.pancy

reporting these cases to the Othie ot I.ducation, the institution should prov:de the following infoimation:

Apphtant Intormation
Namz.

Address
So,1.1Securitv \ unifier
I eleplione Number

2 Parent Information tit available)
Name
Nddress
Social Secuins Number
Felepft.ine \umber

3 Nature ot discrepant v I tefer to specith. box on SFR)

4 \attire o f supporting documentation

s Nils pas wents made to date

irIttfim.ohtil he t orw anted to

BAs trant Program
I. S ()t tice 01 Iducation
P 0 Box 3443"
Washington. I) (" 20034

the Ottice of I-due:own will make every et tort to vandate all.cas,:s reported, and will attempt to tollow-up on

eserv case Ifowever, there are several items on the SUR where discrepancies iIu.I occur but for which verification

mav he unavailable or unduly difficult to obtain. For this reason, the mator emphasis. will he placed ondata such as:

adiusted gro.;s ineornetaxes paid, size of household. Veteran's benefits. Social Secunty benefits, and citizenship.

pon receipt of the above requested intormanon, the followmg actions will be taken by the of tt,:e of

I ducation

I II reports will be screened to determine it suf ficient information has been provided to warrant furthei

follow -up In vertam Lases this ma> msolve tollow -up phone call to the responsihle official at the institution.

2. It follow-up is w lanted, the institution will he sent a letter uNtruiting it to suspend payment temporanlx

3 Simultaneously, the student will be sent a letter requesting submission of a corrected StRor appropriate

veottiatitm,
I1L



4. All seritying documentation suinnitted will be reviewed for ao eptability. Corrected SER's will he reviewed
aid forwarded to the Basic Grant processing agenCy tor reprocessing.

5 At this po4nt, the institution di be sent a letter (with a copy to the student) indicating final resolution
and, where appropriate, releasing ent subject to receipt of the new SER by the responsible official at the
anstitution.

The full cooperation ot res;lorx.ible officials in exercising due diligence is of vital importance in maintaining
program integrity and preventing program abuse.

4
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GLOSSARY

Bookkeeping

The process of analyzmg, classifying, and recording transactions in accordance with a preconceived plan for
the purpose of (a) providing a means by which an organization may be conducted in an orderly fashion, and (b)
establishing a basis for reporting the financial condition of an organization and the results of its operation.

Two methods of bookkeeping are in use:

I Single-entry a bookkeeping system in which generally only records of cash and of personal accounts are
maintained. Where transactions are infrequent and receivables, payables, and assets other than cash are few,
single-entry records, carefully maintained, may be adequate..(Examplea personal check book)

2. Double-entry the method usually followed by organizations for recording transactions. Each Lansaction
involves a two-way, self-balancing journal entry, with equal debit and credit amounts. This entry.is then
posted from the journal to the corresponding ledger accounts involved. (Examplethe accounting
transactions Illustrated in this Manual)

Accounting for Restricted Funds

A restricted fund is a self-balancing group of accounts: assetC liabilities, revenues, expenses and a fund
balance, they are separated in the books of an institution and are limited to spedific uses. The restricted funds
illustrated in the following material (DFAFS Accounts, CWS, BEOG, SEOG, and NDSL) are all accounted for
utilizing a double-entry bookkeeping system.

It is important to note that the individual funds are separated completely from one another and from the
general fund of the institution and are self-balancing, That is, the debit balances of the debit accountswithin the
fund equal the credit balances of the credit accounts within the fund. This insures integrity of the individual funds
and provides control over the expenditure of the funds.

Debit (DR) Credit (CR)

"Debit" means left in accounting and "credit" means right. The left side of an account is called the debit side;
the right side of an account is called the credit side. A debit entry (or simply "debit") would be recorded on the left
side of an account, a credit entry (or simply "credit") would be recorded on the right side. the following illustrates
the normal rules for debiting and crediting accounts:

Assets Liabirties Fund Balance

DR CR DR CR DR CR

InLrease Decrease Decrease Increase Decrease Increase

Expenses kevenues

DR CR DR CR

Increase Decrease Decrease Increase

9
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tuoirna;

A hot)i. wt . 4 Li t I (IFIologleiii fruord la UR, dt'hIt and ctvdti def1le/1N (II each Nails:1..1.1(m. A:4

ttons o..ur thes ate entered initialls into the tourna! At onsement mtersals, such as weekly or monthly,.
ihe ,Ichits and tedits r Lrded in the iournat are transferred (posted ) to the mdisidual mint, in the ledger.

A hook of as ...mints I aL h item _ot a monetary uature lt be-to-eluded m-the report; Mtied by an organization ts
Jviiitned ao.okint in the ledger Posting from the journal to the ledger results in each account having either a dehrt

or a redit WW1. e. 1 his debit or credit balance ts then shown on the particular report listing this item. Separate

ledgers should .be maintained tor program or fund being accounted tor.

Posting

I hi t's IT.Oisteriing the debits and credits ft OM the journal to the proper ledgei .1"atints Each Mount
tesotded. ut the debit columD ot the Journal is posted by entering it on the debit side ol the appropriate ledger
account. .ind each amount recorded in the credit column of the journal is posted by entering it on the credit side of
the appropriate ledger aLcount

Closing

I he puicess ot pi epar ing, entering and posting closing entries. A closing entry is a Journal ,mtry in which the
(Wan, es in ictentic and expenw accounts are eliminated at the end of the accounting period (calendar year or fiscal
seat ). Bet ans.. the iesemte and espense accounts provide the information tot the Statement of Operations of a given

mint ing period, it is essential that these accounts have zero balances at the beginning of each neW period. Asset,
hiahihtt , and hind balance ao.ounts are not closed, at the end of the accounting period as their balances carry over to
the ne%% period

Adjusting Entry

A sour nal en tiN made tot purposes of correCting.an error (slid' as a transfer of an amount from one account to
allot het tor reoirding art acL rual (such as earned, hut unpaid, (VS payroll at the end of an accounting period).

4
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SUMMARY CHART OF ACCOUNTS

As an aut in the ,:onsidcration ot the record's and accounting techniqUes for the financial aid programs included
m this Manual. the !ono% ing represents a summary listing of the -ccounts considered to be necessary for the
institution to account propeily tot these programs. Each school can devise its own set of accounts and its own
accounting system, so long as these accounts and the system provide for the necessary documentation required by
the Office of 1-duCation. fuse Of report preparation and simplicity of procedures within the institutton should bc
considettd as guidelines for the specific.svstem to.be used.

The tollowing simplified chart of accounts will permit the participating institution to meet the minimum
program and fiscal requirements established by the Federal government. Additional accounts may by added as
deemed necessao b the school.

The recommended accounts and the system of accounting have been established in recognition ot the need to
at-count separately for each of the federally-funded programs under consideration. Journal entries utilizing the
following account., will be illustrated.

DFAFS PROGRAMS LEDGER

Assets

,,ounts Receivable, DFAFS
rah Control, DFAFS

Capital Account

Unexpended Program Authorization, DFAFS
(NOTE: A separate subsidiary account with specific award number should exist tor tach
award that has not been f tills expended hy the institution)

COLLEGE WORK-STUDY PROGRAM LEDGER

Assets

(ash. CWS .

Liabilities

.2.1 Federal Income Taxes Withheld
Social Security Taxes Withheld

3 State income Taxes Withheld
4 Other Withholding

Accrued Wages Payahle
4 Frnployer's Payron Taxes Payable

Temporary Accounts

Revenue

5 I ranster from DFAFS-CWS Funds
h. Institution's Cash Contribution
6.2 Institution's Noncash Contribution

3 Ott-campus Agency's Contrihution

I I



Expenses

7 I Student Wages On Campus
, Student. Wages Off Campus

8 Administrative Expenses Paid to Institution
Job Location Expenses Paid to Institution

BASIC EDUCATIONAL-OPPORTUNITY GRANT PROGRAM LEDGER

Assets

Cash, 'BEM;

Liobilities

None

Temporary Accounts

Revenue

Transtep from DI'AFS-BLOG Funds

Expenses

3 Student Grants Paid-BEOG

SUPPLEMEN'AL EDUCATIONAL OPPORTUNITY GRANTS LEDGER

Assets

SI.OG

Liabilities

ocie

Temporary Accounts

Revenue

1 ranster twin DEAFS Initial Grams
ianster from DEAF'S Continuing Grants

4 1 ransfer from DEAF'S Administrative Expenses

Expenses

5 Initial Grants Paid
Continuing Grants Paid
Administrativt rxpenses Paid to Institut on

NATIONAL DIRECT STUDENT LOANS LEDGER

Assets

( ash, NDSL
Funds Receivable, DEAF'S
Funds Receivable, Institution
Funds Advanced to Studeits In School

-th Funds Advanced to Students Out of School

4
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Asset Reduction Accounts

oan Principal Collected
0 1 Loan Principal Cancelled Teaching Service (10% rate), Prior to 7/1/72
0 2 Loan Principal Cancelled Teaching Service (15'7. rate), Prior to 7/1/72
( t .1 o,n Principal Cancelled Military Service ( 12 rate), Prior to 7/1 /77,

7 1 Loan Principal Cancelkd Teaching Service (15',I, rate), 7/1/72 and after
Loan Principal Cancelled Teaching Service (2()% rate ), 7/1/72 and after

7 3 Loan Principal Cancelled Teaching Service (30% rate), 7/1/72 and after
7.4 Loan Principal ('ancelkd Military Service ( 12 1/25- rate), 7/1/72 and after
8 Loan Prineipal Cancelled Death
9 Loan Principal Cancelled Disability

t) loan Prinipal Adjustments Bankruptcy
)1 Loan Principal Adjustments Other

. Liabilities

None

Capital Accounts

1 2 Federal Capital Contributions Authorized
estit utional Capital Contributions

Capital Reduction Accounts

I Repayments to Federal (,overnment
15 Rep.* merits to Institution

Revenue

I

I 7

E xpenses

I') I

19 2
lo 3
20
21

23
.4

25

Interest I arned on Loans
Other 1.wnings
Reimbursement ot Amounts Cancelled on Loans 7/1172 ai d after

Litigation Expenses
Administrative Expenses Paid to Institution
()flier ( ollection Expenses
Cost of Loan Principal and Interest Cancelled
Cost of Loan Principal and Interest Cancelled
Cost of Loan Prinupal and Interest Cancelled
Cost of Loan Principal and Interest Cancelled
Cost of Loan Principal and Interest Cancelled
('ost of Loan Principal and Interest Cancelled
Other Expenses or Losses Bankruptcy
Other Expenses or Losses Other

Teaching Service (Loans Prior to 7/1/72)
Military Service (Loans Prior to 7/1/72)
Teaching Service (Loans 7/1/72 and after)
Military Service (Loans 7/1/72 and after)
Death
Disability

T-ACCOUNT DIAGRAMS

DFAFS Accounts

I. -1 ecou n Recemahle, DEI ES All amounts due from all DFAFS-funded programs would he recorded in this
acount the debit halan.e in this account would represent the balance of cash due for awards or authorizations
made to the recipient institution.

Debit this account for

Amount of awards/authorizations as specified in
program aNiard letter (contra account #2)

13

Credit this account for:

(a) Cash received from DFAFS (contra account 03)
(h) Adjustment of unexpended balance of programs

(contra account #2)



2. Une trended Program .4uthorization, DFAFS (contrf:11 This credit balance account represents the unexpended
balance of the awards made by [MEW. An individual subsidiary kdger account should be maintained for each such
program (for example. CWS-061, SEOG-041, NDSL-07I, etc ) and the sum of the credit balances in ihe subsidiary
ledger should be agreed to the balance in this control account monthly. The debit entries in the specific program
accounts provide the amounts for reporting in the "Expended Amount" column of the DEAL'S -Recipient Report
of Expenditures

Debit tks account for Credit this account for:

Q.)) Cash transf..rred to programs (Longa account #3)
Os) Adjustment of unexpended balance of programs

(contra account =I l

Amount of awards/authorizations as specified in
program award letter (contra account #1)

3. Cash Control, nvirs This is.a debit balance account established for thepurpose of identifying the balance of
federal cash provided through DFAFS.

Debit this account felt Credit this account for:

All cash received from DFAFS (contra account All cash transferred to programs (contra account
#1 )

CWS Accounts

#2)

I. Cash, (h'S All receipts and disbursements of cash related to the College Work-Study program are recorded in
this account An) debit balance remaining after payment of a payroll should be comprised solely of institutional
and/or off-campus agency funds, since federal funds should be transferred from the DEAFS Cash Control Account
(DEAF'S Account 43) only in the precise amount needed for current disbursements.

Debit this account for

(a.,) Federal contnbutions transferred from DFAFS
account (contra account g'S

(b) Cash contributions of the institution (contra
account #6.1

(cI Contributions of off-campus agencies (contra
accot. nt #(1 3 )

(d ) (Lash paid into fund by the institution for later
payment for employer's share of payroll taxes
(contra account =4)

Credit this account for:

(a) Compensation to students (contra accounts #3,
#7.1, #7.2)

(b) Administrative expenses paid to the institution
(contra account #S)

(c) Refund of contribution to ( I ) the institution
(contra account #6.1) (2) off-campus agencies
(contra account #6.3)

(d) Payment for compensation withheld (contra ac-
counts #2.1, #2.2. #2.3. #2,41

(e) Payment of employer's payroll taxes (contra
account #4)

(f) Job location expenses patd to the institution
(contra account #))

2.1. 2.2. 2.1 and 2 4 Wahholding Accounts: The titles of these accounts are stated in full in the Chart of Accounts,
above These aLcounts are used to record the amount of taxes withheld from the pay of students employed under
the College Work 'Study program, when this withholding is necessary.

Debtt these accounts with the amount of taxes paid
to the appropriate agency for.

(a) Federal income taxes
'01) Social Security taxes
(c) State income taxes
(d) Other taxes

(All contra account #1)

14

Credit these accounts with the amounts withheld
from the pay of students for payment of:

(a) Federal income taxes
(b) Social Security taxes
(c) State income taxes
(d) Other taxes

(All contra accounts #7.I #7.2)



4. Accrued Wages haable this account is used to accrue wage.; earned but not paid it the end of a report period.
lins is necessary because the College Work:Study program Fiscal Operations Report requires the reporting of
coinvensation earned dunng the- reportmg period. regardless of when paid. (The !OAFS Recipient Report of

xpenditures is, however, On :1 ca411 basis.)

Dchu the. .ace4iunt wuh Amounts ot, gross compen-
sation raried in the previous reporting period and
paid during current period, (contra accoun( #1)

Credit this account at the end ut tne reporting period
for gross compensation earned but not yet paid.
(contra accounts #7.I, #7.2)

NOTE Accruals may he estimated

4 1-rnployer's Parrott late: Paable This credit balance account is maintained to record the amounl of payments
due to he made In. :he Instaution for the employer's share of payroll taxes on account of students employed under
the College Work-Study progiam. Federal College Work-Study funds may not be. used'to pay any portion of such.
taxes In some systems the employer's share of payrol taxes is handled directly from the gene al fund, and the
otf-campus agencies' payments for their share of payroll taxes is reimbursed to the general fund rather than
trausfernng the amount into the CWS fund. In this case, account #4 would not be needed in the (WS set of
accounts

Debit tlus account with the amount of payroll taxes
paid. iiOntra account #1)

Credit this account with the amount of paysoll taxes
payable. (contra account #1)

S Transfer frmn DFAFS-(WS Funds: This credit balance account controls the transfer ot ea?il from DFAFS
account. "Cash Control, DEAFS", to the College Work-Study account, "Cash, CWS". Such transfe:rs of cash should
be made onl in the precbe amount needed for the federal share of the current payroll, plus administrative expenses.
No transfer of cash should occur until the federal share of the currently payable payroll has been calcukted.

Debit this Account with the following closing entries
at the end of the accounting period:

(a) the federal share of wages earned. (contra
accounts #7.1, #7.2)

thi AdministrThve expenses paid to the institution.
(contra account #10

lei Joh location expenses paid to the institution.
I:ontra account #9)

Credit this account with the amount of cash trans-
ferred from the DFAFS account "Cash Control,
DFAFS" to meet current disbursement needs: (contra
account #1 )

6.1 Inctitunon's Cash Contributwn: This credit balance account is maintained to record cash contributions made by
the institution to pros ide the required 20 per cent nongrant share of student wages on campus.

Debit this account with

(a) Refund to the institution of excess cash ad-
vances. (contra account #1)

and the followzng closing entry:
0,1 The nongrant share (i.e., the share for which

.,Federal College Work-Study funds are not avail-
able I of cash wages paid to students employed on
campus (contra account #7.1)

Credit this account with the amount of cash provided
by the institution to pay its share of on-campus
student wages (contra account #1 )

ti 2 Institutwn's Noneash Contribution: This credit balance account records the amount of wages "paid" to
students by the institution through tuition rebates and other such noncash means.

Debit this account with the following closing entry at
the end of the accounting period:

Cash value of all tuition rebates or similar credits to
Adent accounts made by the institution during the

reportingxeriod as its share of on-campus student
wages (contra account #7.l

Credit this account each pay period with the cash
value of all tuition rebates or similar credits to the
,tudent's account made by the institution as its share
of on-campus student wages. (contra account #7.1)

15 -
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'f6.3 Off-C'ampt,s Agency's Contnbuiton: This credit balance account is maintained to record cash contributions
made by off-campus agencies to provide the required 20 percent nongrant share of stuckent wages off 'campus.

Debit this account with

(a) Refund to off-campus agencies of excess cash
contributions (.:ontra account #1)

and the t011owing dosing entrv
(b) The. nongrant share (Le . the share for which

bederal College 'Work-Study funds are not avail-
able) of wages paid to sthdents employed of'.
campus (sontra account #7.2)

7,1 Student Wages, On Campus This expense account is maintained to facilitate the preparation of required College
Work-Study program reports.

Credit this jiecount with the amount of cash provided
by off-campus agen;:ies to pay the required 20
percent nongrant share of wages of students em-
ployed off campus. (contra account #1)

!db.

Debit this account with the gross amount of wages
earned by students in on-campus employment from
the tirst day to the last.day of the reporting period
(posted .from payroll soycher, adjusted as necessary
(of' accrualsr (contra accounts #1, #2.1, #2.2, #2.3,
#2.4, 03 and MI 2)

Credit this account with the following closing entries
at the end of.the accounting period:
(a) The nongrant share of wages earned on campus

(contra accounts #6.1 and #6.2)
(b) The Federal share of wages earned on campus

(contra account #S)

7.: Student Wages. Off Campus- This expense account is maintained to facilitate the preparation of required
reports_

Debit this account with the gross zmount of wages
earned by students in off-campus employment from
the first day to the last day of the reporting period
(posted from pay roil vouchers, adjusted as necessary
for acsruals). (contra accounts #1. #2.1, #2.2, #2.3.
#2.4 and #3)

Credit this account with the following closing entries
at the end of the accounting period:
(a) The nongrant share of wages earned off campus

(contra account #6.3)
(b) The Federal share of wages earned off campus

(contra account #5)

8 Admonstrative txpenses Paid to Institution: This expense account is maintained to record payments made to the
institution in lieu of reimbursement for administrative expenses. Such payments may not exceed 4 percent of the
sum of the debit entnes to accounts #7.1 and #7.2.

Debit this ascount each pay period with the amount
paid to th.. institution. (contra account #1)

Close this account at the end of the accounting
period by crediting the total of the amounts paid to
the institution during the reporting period. (contra
account #S )

t) Joh / oeation Expenses Paid to Institution: This expense account is maintained to record payments made to the .

institution tor lob location search expenses. This amount is not to exceed $15,000, or 10% of the institution's
allot ment whichever is less. per grant period A separate report will be made by the institution each year to cover the
nature ot the job location activities, as well as the amount spent.

Debit this account with the amount paid to the Close this account at the end of the accounting
institution (,ontra Jccount ttl 1 period by crediting the total of the amounts paid to

the institution d.tiring the reporting period. (contra
account #5)

16



BEOG Accounts

I. Cask REOG All receipts thE lli1bUrenhAlk ot cash related to the Basic Educational Opportunity Grant program
are recorded in thmaccount Is prcalls this account would show a zero balance after each period's entries are posted,
sm.-e the transfer ot funds trom Ll Al's should he for rust the amount of grants to be paid immediately to the
students

Debit this account for

(.§ I I atisters from 1WA1 S ac,.ount ('ontra JCount
#2)

09 .1,4% horn o..tiprents (contra at ci tont #3

Credit this account for

Payments to students (contra account #3)

2. rransfer trom tS-1.11 OG Funds. This credit balance account controls the transfer of cash from the DFAES
account "Cash Control. DEAFS" to the BEOG aCeount "Cash, BEOG." Such transfers of cash should he made only
in the precise amount ne;:ded to pay grants on a current basis.

Debit this account tor
Closing ento at end ot .iiioUntIng year (contra

o account )

Credit this account for:
Cash transferred from DFAFS account to meet,
current disbursement needs (contra account #1 )

3 Strident Grants And-141.()G this debit balance account is maintained to record payments nutlet() the students
for 111 oc ;

Debit this account tor
Grant pa) ments made to students (contra account

. .

Credit this account for:
(a) Recoveries from recipients (contra account #1 )
(b) Closing entry at end of accounting year (contra

account #2)

NWT the ttehrt amount in this account should agree with the sum of the individual amounts shown on the
Student Master. rds Ea 01.; for the current year.

SEOG Accounts .0.

I. Cash, SFOG All receipts and thsbursements of cash related to the Supplemental Educational Ofiportunity Grahts
program are recorded in this account. Typically this account would show a zero balance after each period's entries
are posted ',ince the transfer of funds from DEAFS should he only for the amount of grants to be paid- to the
students onmethately and for advmstrattve expenses.

Whit this account tor
fransfers from DFAES account (contra accounts

Credit this account for:
(a) Payments to students (contra accounts #5 and #6)

#2. #1. and #4.) (b) Payments to institution for administrative ex-
penses (contra account #7).

2 Transfer frin Initial Grants.

3 Transfer from OF,-IFS Continuing i,rants-

4. Transfer from IVA FS Administrative Expenses: These revenue accounts are maintained to control the transfer
of jash from the DEM.'S account "Cash Control. DEAFS" to the SEOG account "Cash, SEOG." Such transfers of
cash should he made only in the precise amount needed to pay awards and the adthinistrative expense allowance on
a current basis.

Debit these accounts for.
Closing entry at end of accounting year (contra
accounts #S, ff(. and #7)

Credit these accounts for:
Cash transferred from the QFAFS account to meet
current disbursement needs (contra account #1)
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reports

rows Paid lin, cvense account is mainta,fned to Jacilitate the preparation of required SEOG program

I tetut this act. ount tor
Po moos to students tot Willa! grrlits (contra
aLLotint #1 )

Credit this account for: ,

Closing entry at end of accounting year (contra
account #2)

NkIII the debit amount tti this account should agree with the sum.Otr the individual amounts shown on the
Student Masieti..ards as SUM; initial grants tor the current

Continuing Grants Paid Ibis expense account is maintained to, facilitate the preparation of required SEOG
program reports

1Vbit this account for
Payment to students for c-ontinuing grants Iccintra
ao.oun) 41 I

Credit this account for:
Closing entry at end of acceminting year (contra
account #3)

NO11 1 he debit amount in this account should agree with the sum of the individual amounts -141OWn on the
Student Mastercard a SUM; continuing grants for the current year.

.1dinnnAtrattre t %poises Paid to Institution This expense account is used to record the 4 percent administrative
expense allowance as it is paid to the institution.

lkbit this account tor Credit this account for:
Pa ments to institution for administrative ex- Closing entry at end of accounting year (contra
pcnses (contra account #1 ) account #4)

NO11. Nt ter closing. AI: ounts #2, #3, #4, #5, #6 and #7 should show tero balances.

I Cash, DV I hr.

NDSL Accounts

1...bit balance account which shows the total cash available:

Dcbit this at:count with all cash rrceived for.

(a) ( 'apital Lontributions ot
( I ) Federal government as transferred from

1)FAES cash (contra account #2)
( 2) institution (contra-account #3 )

(b) Refunds of amounts advanced to students (con-
tra lecount #44)

tcI (*(Illections of principal Irmo borrower% (contra
account #51

td tions of interest freim borrower% (contra
count =1 o I

(e) Collections of late chaiges assessed (contra ac-

I ) Other inctune (iontra .h count #17)
ig) Reimbursements trom government on

cancellattons (contra,accow t #18)
h ) Repay clients trom horr4ers for htigatton ex-

Penses (Lont ra at:L.1111w #19.I

18

Credit this account with all Cash disbursed for:

(a) Advances to students (contra account #4a)
(h) Repayments of capital to:

( I 1-Federal govrnment (contra account #14)
(2) institution (contra account #15)

(c) Withdrawals for payment of litigation expenses
(contra account #19.1) -

(d) Withdrawals for authoriled administrative ex-
penses (co4t ra account #19.2)

(e) Withdrawals for' payment of other collection
expenses (contra account #19.3)



!..unds Receivable. OFAFS This is a debit bi.lance account whili shows the total of the funds due from DFAFS
tor the NDSL program.

Debit this aLcount ,for / , Credit this sceount for:

.

Amount ot. the award a% specified in the NDSL

I

(a) Cash transferred into the NDSL account from the
alloLation letter (contra account #12) DFAFS account (contra account #1) .

(h) Deoblisation of NDSL funds (contra account
#12)

44 .

3. Funds RecemMe, Insntution. This debit balance account shows the total of the funds due from.the inskitution
tor the ND$1.. prohirain. It should be noted that funds cannot be transferred from the DFAFS account without the
institutional one-ninth share tieing paid simultaneouslk

Debn this a.:count tor. Credit thts account for:

One-ninth ( ) ot the grant at specified in the
NMI. allocation letter. This is the institution's
matdiing share. (contra aLcount #13)

(a) Cash paid by the institution to the NDSL
account for the institution's share of NDSt.
advances (contra account #1)

(h) Deobligation of NDSL. funds.eThe institution's
1 /9 matching share (contra account #15 )

4a. Funds Advanced to Students In School. This debit balance accOunt is a control account for advances to
borrowers during their tenure in school. The total of the amounts shown as advances on the indiVidual tudent
Mastercard% tor all in-school students should be reconciled to the balance in this account at the end of each month.

Debit this account tor Credit tys account f

The amount advanced to borrowers (contra (a) Any return of advances made (conti account
account l ) #1)

(b) Total previous!. ed to students who are
terminating th ?lent at the institution
(contra accoun

411. Funds Advanced to Students Our of School: This debit balance account is a control account fur th,. total
amoi-nt advanced during their tenure in'school to borrowers who have terminated their enrollmen,t at the
(see note on p. ). This represents the total amount of loan principal advanced since the beginning of thc program.

_ .Debit this account tor'
the.total adsanced to students who are terminating
their enrollment at Ow institution (contra account
=.I.a

Credits: None, except for correction of errors

Non: [he balance in this acc.ount should be reconciled at the end of each month to sum ofthe total advanced
amounts on the individual student ledger cards for out of school borrowers.

5. Loan Principal Collected. This is a credit balance accmint maintained to show the total amount of foul principal
collected since the beginning of the program.

Debits None. except,tor Lorrection ot errors Credit this account to!:
. The amounts of cash coPections re!at-.- -r.-an

principal (contra account .±.7



I I ,,an Print ipal Camel:y..1 reqching SerTice; 107 Rate), Prior to 711172

an Cr:r1, ;pa! jrr.e/Ici leen hing Service t1,1'; Rate), Prior to 711172.

oar, Prin.:pa/ t'an, riled ItrInfarv Servu'e 112 112'7 Rate.), Prior to 711172

1 ,:an Pr I nt ant elle,/ Teach:rig Service' (15'7 Rate), 711/72 and after.

' 1 ..an troi,tp,i; Cane4!ed teaching Service f2 0'1 Roo, 7/1172 and after:

" ; 1 Pr:nt ipai Cancelled retie ;Zing Service' Or: Rate .1, 711172 and after

7 4 i.oan Pro:, Ira! Caneelled Military Service (12 112`7 Rate), 711172 and after:

,,an Prtrt, :pal Cancelled Vealli e

so I Pripiciral Cano.ilvei
It;cm. eparate a....ounts are maintained to show the cumulative amounts of loan principal cancelled under the

pro,.1.1, M.. 41! the law.

1)11,tr. \one, es. crt tor L orrc, non ot errors Credit the appropriate one of these accounts for the
amounts of loan print_ipal cancelled under the pro-
Nsions of the law. (contra aaounts #20. #21, #22,,
#23, #24, #25)

In 1 .,an Prm, rpal 4.1,ust.cnrs Bankruptcy. This is i credit balance account maintained tO show the cumulative
total arm runt of loan prin.iral hist because of bankruptcy

Ikahits None ex...pi tot conet non of errors Credit this account for the amount of loan principal
lost because of bankruptcy. (contra account #26)

I I 1 oan ;ra,' J.ustment Other -This is a credit balance account maintained.to show the cumulative total
am ount ot loan ptincipal lost be. allSe ot other reasons as specified by the Office of Education.

- -

Ifehus None, es.erif for corte.tion of errors Credit.this account for the amount of loan principal
lost because of other approved reasons. (contra
account #27) Each credit entry to this account
should be adequately labelled to identify the reason
for the adjustment.

: 4, .1, ahr,.! ( . ,rit,Nthurions urhotwed This is a credit balance account maintained to show the total Federal
kir beginning of the program.

lk-hit this a..ount hit the amount of deobhgation of
(.ontra a...ount -z.;

(a) This account will show a credit balance for the
cumulative total of Federal aapital contribution
authorized since the beginning of the program.

(h) Credit this account wita the amount of the grant
as specified in the Npn allocation letter.
(contra account #2)

hisziturn.na: Cintrthutions. 1 his credit balance account is maintained to show the total institutional
,apna! 6l'ntnbuteJ to the fund.

lk" hit th jt. &runt tor the institution's share of
kle,Nigation of NDSI funds (contra account #3)

(a) This account will show a credit balance for the
cumuiative total of institutional capital contribu-
tion since the beginning of the program.

(h) Credit this account with the institution's match-
ing share of the NDSL grant. This is 1/9 of the
amount shown in the allocation letter. (contra
account #3)



14. Repayments to*Federal Government.

15, Repayments to Institution: These debit balance accounts are maintained to show the total distribution of fund
capital )n.case ot partial dissolution of the I4DSL. fund.

. _
Debu the appropriate one of these accounts for the
amounts ot apital contributions repaid in partial
dissolutior: fie fund. (contra account #1 )

Credits: None, except for correction of erroxs

h. Interest Earned on Loans. This is a credit balance account maintained to show the total interest which has been
carded or has been cancelled because of teaching servie, military service, death, disability, bankruptcy, or other
coski or k)sses (specify ).

Debits None, except for ..orrect ion of errors Credit this account with:
(a) The amount of loan interest..collected (contra

aCcount #1)
(b) The amount of loan interest cancelled for teach-

ing (contra accounts #20 and #22)
(c) The amount of loan interest cancelled for mili-

tary so-like (contra accounts #21 and #23)
(d) The amount of loan interest cancelled for death

(contra acc'ount #24)
(e) The amount of loan interest cancelled for disabil-

ity (contra account #25)
(f) The amount of loan interest cancelled for bank-

ruptcy (contra account #26)
(g) The amount.of loan interest cancelled for other

costs or losses (specify) (contra account #27)

17, Other Earnings Dos credit balance.aceovnt is maintained to ..:how the cumulative earnings of the Fund other
than interest on student loans, such as late charges assessed and interest carried on Fund cash balances. (Note.that
under the DFAFS funding agreement it is anticipated that no substantial amounts of cash will he held in this Fund
and there., :e no interest would be earned). Since it will be necessary to report on each type of earnings separately, a
subsidiary ledger account for each type of earnings is desirable.

Debits None. except tor correction of ermrs Credit this account for.
(a) Late ehargcs assessed and collected (contra ac-

coont #/
(b) Interest earned on Fund cash (contra account

#I )
(v) Any other earnings of the Fund (Contra account

#1)

Is Reimbursement of Amounts Cancelled on I.oans 711/72 and After: his credit balance account is maintained to
'show the cumulative amount received from the Federal government as a result of reimbursement on loans cancelled
tor teaching and military service.

_
Debits None, except tor correction of errors Credit this account With the amounts received from

the Federal tovernmenst for reimbursement of the
aggregate of institutional plus Federal funds cancelled
due to teaching and military service on loans made
7/1;72 and thereafter. (contra account #1)

19.1 Litigation Etpenses rhis is a det-t balance account maintained to show the net amount paid for litigation
aosmg in connection with student loans.

Debit this account with amounts paid for litigation
expenses. (contra account #1 )

21r.)

Credit this account with amounts collected from
borrowers in repayment of litigation expen`ses. (contra
account #11



#3.

19.2 Administrative Expenses Paid to Institution: This is a debit balance account maintained to show the
ztlinulative amount of authorized administrative expenses charged to the Fund in lieu of reimbursement to the
institution. .

D- etUt this account with amounts charged to the Fund
as authorited administrative expenses. (contra ac-
count #1)

Credit: None, except for correction of errors

19.3 Other Collection Expenses: This is a debit tillance account maintained to show the net amount charged to the
Fond for collection expenses other than costs of litigation, such as commission paid to collection agency as approved
by the Commissioner.

Debit this account with amounts authorized to be Credit this account with amounts collected from
charged to the Fund as other collection expenses. borrowers in repayment of costs of collection other
(contra account #1 or #5) than litigation expenses. (contra account #1)

20. and '22. Cost of Loan Principal and Interest Cancelled Teaching Service: These are debit balance accounts
maintained to show the cumulative total cost of cancellations for teaching service.

Debit the appropriate account with the total of Credit: None, except for correction of errors
principal and interest cRricelled for tea.-hing service.
(contra account% 461 and #6.2 or #7.1, #7.2, #7 3,
and #16)

21. and 23. Cost of Loan Principal and Interest Cancelled Military Service: These debit balance accounts are
maintained to show the cuiliulative total cost of cancellations for military service.

Debit this aLcount with the total of principal and Credit: None, except fOr correction of errors
interest cancelled for military service. (contra ac-
counts #6.3, or 47.4 and #16)

24. Cost of Loan Principal and Interest Cancelled -- Deash This is a debit balance account maintained to show the
cumul.tise total cost of uancellations for death.

Debit this account with the total of ininc-ipai;d--- --Credit: None, except for correction of errors
interest cancelled for death. (contra accounts #13 and
#16)

25. Cost of Loan Principal and Interest Cancelled - Disability: This is a debit balance account maintained to show
the total cost of cancellauons for disability.

Veva this account with the total of principal and
interest cancelled for disability. (contra accounts #9
and #16)

Credit: None, except for correction of errors

2t. 0-ner Frpenses Lossel Bankruptcy: This is a debit balance account maintained tO show the total costs or
lossi.s for b_ .kruptcy. R:fer to NDSI. program instructions before any charges are made to this account.

D- ebit this account with any loan principal and Credit: None, except for correction of errors
mterest written off because of bankruptcy. (contra
aicounts #10 and #16)

.27. Ot;.er Expenses or Losses - Other: This is a debit balance azcount maintained to show the total costs or
Reauest advice from the Office of Education before any charges are made to this account.

ficbii C.; acco...et with any loan principal ard
toter, A ; 'ter of-; 1-e-...-ruse. of other costs or losses.

r wr. fi .1c,L1i.1 be specified for
e 1..y l.c accc-nt. (contra account5

.so c.)
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ILLUSTRATED JOURNAL ENTRIES

Following are a set ot illustrative tournal entries showing the event that would cause an entry tu be made,.the
-4;propriati: Journal in vvt:;:t; :n.ke the entr: the account(s) that would he used and an indication of the amount
ot the debit and c;edit

A Event: Received soling authoritatiim letter trout Federal government tor BbOG program.

Journal: DbAFS

Entry: - Accounts Receivable. DU FS
t'net pended Program Authoritation. (*AI'S

Amount: Amount shown on the authoniation letter
Note 1: this amount should he posted also to a subsidiary ledger account for the specific au`h.orization

number

, Note 2: No entrv is made in the HIOG set ot accounts at this time since the basic control over the amount
is :stablished in the DU AVS accounts.

ii Event: Re..eived notification trom Federal government ot award tor SUM; program.

Journal: DI: .N1

Entry: AL-kounts Receivable, DI.Al.s
L'nexpended Program Authoniation, DEAFS

Amount: Amourd show n on the award letter
Note 1: 1 his amount should be posted also to a subsidiary ledger account for the specific award number..

Note 2: tio entrv is made in the SFOG set ot accounts at this tune since the basic control over the award is
established in. the DFAI-S accounts.

Event: Receised notitication t rom Federal government ot award for CWS program.

Journal: 1)1..NES

Entry: A, omits ReLeivable. !WM'S
nexpended Program .Authoriratum. 1)1 Al'S

Amount: \ mount sti ii on the award letter
Note 1: this .iintnini should be posted alto to a subsidiary ledger account for the specific award number.

Note 2: tio entry is made in the ('WS set of accounts at this time since the basic control over the award is
established in the DFAI-S accounts.

It Event: Rei.eived notitication Dom Federal government of award tor ',11)S1_. program.

Journal: Dt.. I'S and NMI.

Entry in DI AI'S accounts:
V:counts Receivable, DFAFS

I'nexpended Progrant _Authoritation, (*AI'S
( I his amount shorSalso be posted to a subsidiary ledger account for specitic award number/

Amount: Amount shown on allocation letter (not approved level id lending)

Entry in NMI. accounts
Funds Receivable, DFAFS

Federal Capital Contribut n m Authortied
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Amount: Amount shown on allocation letter

Funds Receivable, Institution
Institutional Capital Contributions

Amount: 19 ot Federal grant

Note Under the NDSL Wograrn the authonzed amount is also entered in the NDSL accounts along with
the institution': matching amount.

Event: (..ish is received from DFAES as a result of a cash request or letter of credit requisition.

Journal: DEAF'S

Entry:
Cash Control, DEAFS

Accounts Receivable, DFAES

AMount: Amount of cash received

Event: Information is available as to the BEOGs to be paid to oudents, and funds are transferred from the
DFAFS accounts to the BEOG fund.

Journal: DEAF'S and BEOG

Entry in DEAF'S accounts
Unexpended Program Authorization, DEAFS

Cash Control, DE:VS

Amount: Amount of cash 'transferred.

NOTE: This amount should also be posted to the subsidiary ledger account for the specific BEOG au-
thorizatton.

Entry ity BUX; accounts
Cash, BEM;

Transfer from DFAES-BEOG Funds

Amount: Amount ot ca:h transferred.

G. Event: BEOGs are paid to students.

Journal: BEOG

Entry:
Student Grants Paid-BEOG

Cash, BEOG

Amount: Amount of grants paid.

Event: Refund or recovery from student recipient.

Journal: EfF0(;

Entry: Cash, BEOG
Student Grants Paid-BEOG

Amount: Amount of refund received.
el A
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Event: I he end ot the fiscal year.

Activity: A final trial balance of the Student Mastercards-BEOG section should be taken and the total
agreed with Account #3. 1hen the temporary accounts in the BEOG ledger would be closed.

Entry: "transfer from DFAFS-BFOG Funds
Student Grants Paid-BUOG

Amount: ihe balance in each account. No difference should exist between the debit and credit amounts. If
exeesmve tunds have been transferred in, they should be returned to the DFAFS accounts and the
entries would be th'e opposite of those needed to transfer funds into the BEOG accounts.

Event: Payroll information is available from the CWS program and funds are transferred from the DFAFS
account tor the Federal share plus the 4% administrative allowance.

Journal: IWAFS and CWS

Entry in DFAES ao.ounts
Unexpended Program Authorization, DFAFS

Cash Control. DEAF'S

Amount: mount of cash transferred. including the administrative allowance.

Note: ihis amount should also be posted to the subsidiary ledger for the specific award number.

Entry in CWS accounts
Cash, (*WS

ransfer from DFAFS-CWS Funds

Amount: mount of transfer.

Event: [he institutional share of the payroll is transferred from the institution's general fund to the CWS fund.

journal: ('WS

Entry:
Cash. WS

Institution's (sash Contribution
m plo!. er's Payroll Taxes Payable

Amount: institution's share of payroll plus employer's share of Social Security.

Note: As noted in the ledger account illustration the employei's shard' of Social Securi cannot be paid
tiom Federal College WorkStudy funds. Some institutions handle this directly from their general
fund and account #4 IS not used in the CWS set 01 aCCOulth. Thc illustration is designed to shov: the
appropriate entries if the employer's share of Social Security is in fact transfetred into the CWS
hind

Event: Cash is received from vft-campus agencies for their share of payroll plus the employer's share of
Social Security.

Journal: CW'S

Entry:
Cash, CWS

Off-campus Agency's Contribution
mployer's Payroll Taxes Payable

Amount: Amount ot cash received
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M. Event: Payroll is paid to students including certain students receiving noncash wages.

Journal: CWS

Entry:
Student Wages - On Campus
Student Wages - Off Campus

Cash, CWS
Institution's Noncash Contribution
Federal Income Tax Withheld
Social Security Tax Withheld
State Income Tax Withheld
Other Withhokhng

Amount: Gross wages are entered in the appropriate student wages accounts. Net cash paid is credited to
Cash, CWS. The Institution's Ndncash Contribution is entered in that aecount and the amounts
withheld from student wages are entered in the appropriate accounts.

N. Event: The institution is paid the allowed 4% for administrative expense.

JournaL CWS

Entry:
Administrative Expenses Paid to Institution

Cash, CWS

Amount: 4'1 of gross earnings, on campus and off campus.

O. Event: Payment is made to the appropriate government agencies for Social Security taxes and Income Tax
withheld.

Journal: CWS

Entry:
Employer's Payroll Taxes Payable (see note at event K )
Federal Income Tart Withheld
Social Security Tax Withheld
State Income Tax Withheld
Other Withholdings

Cash, CW S

Amount: Amounts withheld for various purposes.

Note: This would typically require several entries as checks are written for appropriate deposits and to
different agencies..

Event: The end of the fiscal year.

Activity: A final mei harance of the Student Mastercards CWS section should be taken and the total agreed

to accounts #7.I and #7.2. Then the temporary accounts in the CWS ledger would be closed.

Entry:
Transfer from DFAFS-CWS Funds
Institution's Cash Contribution
Institution's Noncash Contribution
Off-campus Agency's Contribution

Student Weges - On Campus
Student Wages - Off Campus
Administrative Expense Paid to Institution
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Amount: Balances in each account with possible exception of off-campus agent's contribution. There might
be J balance in the "Off-campus Agency's Contribution" account, if for some reason the agency had
deposited more 'funds" then were needed to match its payroll. Reimbursement to the agency
would clear the balance from the account. If excessive funds have been transTerred from DFAES
iunds, the, should be returned and entries would he the opposite of those needed to transfer funds
into the CWS accounts.

Event: Information is available as to tlie SUOG grants to be made and funds are transferred from the DFAES
account to the SFOG fund.

Journal: 111: AI'S and SFOG

Entry in DVAFS accounts
Unexpended Program Authorization, DFAFS

Cash Control, MAI'S

Amount: Amount of cash transferred, including 4'7, administrative allowance.

Note: this a:nount should also be posted to the subsidiary ledger account for the specific award number.

Entry l & ;

Cash, S0C;
I ranster frorti DFAFS-lnitial Grants
1ranger trom DEAFS-Continumg Grants
Transter from DEAFS-Administrative Expenses

Amount: ppropriate amounts for each account.

R. Event: SE-OG grants are paid to students

Journal: SEM;

Entry:
Initial Grants Paid
Continuing c.rants Paid

Cash, SEM;

Amount: Amount of grants paid.

Event: Adininbi:Ji,%c allowance is paid to institution.

Journal: Sku

Entry:
Administrative I. xpenses Paid to institution

Cash, SFOG

Amount: 4 7 ot total grants paid

Event: I hr end of the fiscal year.

Activity: A final trial balance of the student Mastercards-SEOG section should be taken and the total agreed
with accounts #5 and #c). Then the temporary accounts in the SEOG ledger would he closed.

Entry:
Transfer from DFAFS-Initial Grants
transfer from DEM.'S-Continuing Grants
Transfer from DEAES-Admitlistrative Uxpenses

Initial Grants Paid
Continuing Grants Paid
Administrative Expenses P.1,d to I nst,tut ion
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Amount: Me balances in each account. No differe_nces between the debit and credit accounts should exist. If
excessive funds have been tramferred in, they should be returned to the DFAFS accounts and the
entries would beThe opposite of those needed to tranrfer funds into ate SFOG accounts.

t' Event: Information is available regardMg the loans to he made, the cash remaining in the NDSL Fund from
collections and the amount to be drawn from the DFAFS account for the program. Funds are
transferred from DF AI'S account to the NDSL. Fumt,

Journal: 1)1. und NDSL.

Entry in MAUS accounts
Une trended l'iogram Authorization, 1)1 I'S

Cash ( ontrol, 1)EAFS

Amount: Amount of caNh transferred including 41- administrative allowance

Note: his amount should also be posted to tile subsidiary ledger account for the specific award number.

Entry in NUSL Accounts
Cash.

units Reielvahle IWO'S

Amount: mount of transfer

V Event: ltwitution's share ot NDSL advances to students is received.

Journal: NDSL

Entry:
cash, DSL

Funds Receivable. Institution

Amount: I ot Federal iontrihution for advances to students.

Event: Ads am.e. at, made to students trom NDSL t unds.

Journal: NDSI

Entry:
Funds Advanced to Students-In School

Cash. NMI

Amount: mount of advances.

Event: Students terminate their enrollment at the Institution.

Journal:- \ USE

Entry:
Advan, ed to Students - Out of School

Funds Advanced to Students - In School

Amount: I he amount of total advances to students whose enrollment is terminated.

Note:
the control account for Funds Advanced to Students should be broken down into at least two

witiponents, In School and Out of School, since this will aid in maintaining control over the accounts. This way
the in-shoo! Student Mastercard (see Exhibit Vj can be used as the subsidiary ledger for the in-school students in
all the programs, and the change at the time the student terminates his student status is formally recognized in the
accounts
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With this method, I) an outside billing agency is being ustd, the "Funds Advanced to Students-Out of
School- acLount becomes the control account for the accounts turned over to the outside billing agency. If some of
the accounts are not turned over to the billing agency when the stndent leaves school, a further subdivision of the
control account night he appropriate

When the school is handling its own collections, it is still appropriate to separate both the control
account and the subsidiars accounts between those in school and those out of school. Breaking down the student
ledger in this was and establishing appropriate control accounts over each section should make it easier tolake the
monthls trial balance on the ledgers and to isolate errors that might have been made in the accounts.

Event: Principal and interest are collected trom students whose payments have become due.

Journal: NUM

Er , e:
Cash, NDSL

Loan Principal Collected
Interest Earned on Loans

Amount: Amounts collected

Event: and interest are cancelled for teaching service on the basis of proper documentation
receised, sonie at 107, and some at 15';;

Journal: NDSL

Entry:
Cost ot Loan Pnncipal and Interest Cancelled - Teaching Service

loan Pt incipal Cancelled - Teaching Service (15% rate)
Loan Principal Cancelled - Teaching Service (10% rate)
Interest Earned on Loans

Amount: Total amount cancelled
Note 1: similar entry would be made for other cancellatiom.
Note 2: At the time of the cancellation entry here, the institution should also make an entry in its Genei-al

Fund, recording a receivable and a general revenue from tne Federal government for the
institutional portion (10) of the ..(411 amount of principal and interest cancelled on loans made
pnor to 7/1/72. This amount will be received by the institution in due course. For loans made
7.1 72 and after, see NDSL account #18 for appropriate accounting.

AA Event: Notification and proper documentation is received regarding death of a borrower.

Journal: N DS(

Entry:
Cost ot Loan Principzif and Interest Cancelled - Death

Loan rrincipal Cancelled - Death
Interest Earned on Loans

Amount: Balance due from deceased borrower plus interest up to date of death

BEI Event: Notilik anon and proper documentation is received regarding total and permanent disability of a
borrower.

Journal: NDSL

Entry:
Cost of Loan Principal and Interest Cancelled Disability

Loan Principal Cancelled - Disability
Interest Earned on Loans

Amount: Balance due from disabled borrower plus interest up to date of disability
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Ct. Event: Notification and proper documentation is receive& regarding borrower who has been adjudged
bankrupt.

Journal: NDSL

Entry:
Other Expenses or Losses - Bankruptcy

Loan Poncipal Adjustments - Bankruptcy
Interest Earned otrLoans

Amount: Amount of cancellation based on legal situation

DD. Event: Authorization is received from the Offiez of Education to write off an account for other justifiable
reikWELS.

Journal: NDSL

Entrv:
Other Expenses and Losses - Other

Loan Principal Adjustments - Other
Interest Earned on Loans

Amount: Amount authonzed by Office of Education

EE. Event: After negotiation with the Office of Education, a portion of the NDSL Fund capital is returned to
OE.

Journal: NDSL

Entry:
Repayments to Federal Government

Cash, NDSL

Amount: Agreed amount of repayment

FF. Event: The institution's share of the reduction in NDSL Fund capital is returned to the institution.

Journal: NDSL

Entry:
Repayments to Institution

Cash. NDSL

Amount: I /9 of amount returned to OE

GG. Event: Received notir;cation trom !Justness Office of earnings on the NDSL Ftutd, such as late charges.

Journal: NDSL

Entry:
Cash. NDSL

Other Earnings

Amount: Amount earned

HH. Event: The institution is paid the allowed 4% of total advances to students for administrative expenses.

Journal: NDSL
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Entry:
Adniinistrative Expenses Paid to Institution

NI)SL

Amount: 4'T, ot total advances to students during the fiscal year July 1 June 30

II. Event: Reimbursement trom Federal government on loans cancelled.

Journal: NDSL

Entry: .

Cash, NEAL
Reimbursement of Amounts-Cancelled on Loans 7/1/72 and After

Amount: Amount indicated in cover letter from Federal government

.

LI. Event: Litigation expenses paid on outstanding loans.

Journai: NDSL

Entry:
Litigation Expenses

Cash, NDSL

Amount: Amount paid

ECK. Event: Collection from borrowers in repayment of litigation expenses incurred by institution.

Journal: NDSL

Entr;:
Cash, NDSL

Litigation Expenses

Amount: Amount received from borrower

LI Event: Payment of other collection expenses associated with outstanding loans, such as commissions.Jo
collection agency.

Jou r n : NDSL

Entry:
Other Collection Expenses

Cash, NDS1

(Note ttit in a case where the collection agency withholds its commission, the debit to "Other Collection
Expenses" would be incorporated with the entry to record collection of the loan, e.g.:

('ash.NDSL
Other Colleation Expenses

Loan Principal Collected
Interest Earned on Loans)

Amount: The amount actually tiaid to (or withheld by) the collection aPency.

11IM. Event: Collection from borrowers of other collection expenses in repayment of amount initially paid by the
irstitution.

Journal: NDSL
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Entry:
Cash. NDSL

Other Collection Expenses

Amount: Actual amount collected from borrower

NN Event: Student% return or refund loan adi6ces because they are not needed.

Journal: NOSL

Entry:
Cash. NDSL

hinds Advanced to Students-In School

Amount: Amount actually returned or refunded by student

00. Event: Deobhgation of BEOG unexpended authorization.

Journal: DFAFS

Entry:
Unexpended Program Authorization. DFAFS

Accouqs Receivable, DFAFS

Amount: the a -tual anwunt shown on notification from Federal government

Note 1: Th amount should also be posted to the subsidiary ledger accounifor the specific authorization
nu ber.

Note 2: Nt entry is needed in the BEOG set of accounts as deobligation for this program is recorded in the
sa e account% used to control the unexpended authorizationthe DFAFS accounts.

PP. Event: Deo ligation of SEOC; unexpended program authorization.

Journal: DI', FS

Entry:
Uncxended Program AuthOrization, DFAFS

AcPounts Receivable, DFAFS

Amount: rte actual amount shown on notification from Federal government

Note 1: 1 his amount should also be posted to the subsidiary ledger account for the specific award number.

Note 2: No entry is needed in the SEOG set of accounts as deobligation for this program is recorded in the
iartle accounts used to control the unexpended awardthe DFAFS accounts.

QQ Event: Deobligation of CWS unexpended program authorization.

Journal: DFA FS

Entry:
Unexpended Program Authorization, DFAFS

Accounts Receivable, DFAFS

Amount: The actual amount show'n on notification from Federal government

Note 1: This amount should also be posted to the subsidiary ledger account for the specific award number.

Note 2: No entry is needed in the CWS set of accounts as deobligation for this program is recorded in the
Same accounts used to control the unexpended awardthe DFAFS accounts.
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- RR. Everd: &obligation of NDSL unexpended program authorization.

e.

S.

Journal: DF AFS and NDSL

Entry in DFAFS aci. nts: \

Unexpended Pro Authorization, DFAFS
Accounts ReceiVek.le, DFAFS

(This amount should also be posted to the subsidiary kdger account for the specific award number)

Amount: The acival amount shown on notificatiOn from Federal government

Etrlas an NDSL accounts:

I. Federal Capital Contribution Authorized
, Funds Receivable, DFAFS

Amount: Amount shown on notification

2. Institutional Capital Contributions
Funds Reciivable, Institution .

Amount: 1 /9 of the amdunt in the notification from Federal government

SS. Event: Transfet of up to 10% of CWS program atithorization to SEOG program.

Journal: 15FAFS

/Enftry: .

Unexpended Program Authorization, DFAFS
Unexpended Program Authorization. DFAFS

Amount: Actual amount transferred

Not* 1 : This is a memorandum entry in the control account. However, in the subsidiary accountS this
amount woulct be debited to the specific CWS award account, and credited to the specific SFOG
award account.

Note 2; A similar entry would be made for transfer from SFOG to CWS.

Note 3: This entry will facilitate reporting of transfers.

THE STUDENT MASTERCARD

There are a numer ot ways in which the institution can meet the detail records requirements of Lhese
programs. One way is a Student Mastercard (Exhibit V) for in-school students, where the institution records basic
information relating to all the programs in which the student participates. This type of card, modified to take into
account any gpecial problems at a particular institution, can be maintained in lieu of separate cards for each of.the
programs. So long as the individual sections on the cards are periodically proved to the appropriate control accounts
in the (WS, BEOG, SEOG, and NDSI,. ledgers, this card will satisfy the basic do,tail records requirements for the
programs.

The minor advantages of this type of record are: 1) elimination of duplication of information about the
student, 2) availability on one card of the total infOrmation about each student's financial aid history ; 3) the added
assistance It provides in fulfilling the reporting requirements, pqrticularly the Fiscal Operations Report (OE-1152)
Parts 1 and IV, and 4 ) the proof of matching it provides under the\SEOG Program. .

These cards can be color-coded with tabs, i.e., red for BEOG, yellow for CWS, green for SEOG, blue for NDSL
to facilitate sorting, counting, or adding.to complete specific parts of th'e various reports.
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In order to rekord all ot the intormation required in reporting to the Office of Education, the institution may
tvi0 to 6ompk-te a Magercard for oath student who files an application for aid, oven though no aid is granted. A
ieparate file of" those not granted aid, set up in order of urgency of need, would help expedite granting of any
additional tunds that might become available and would be of assistance in required reporting.

For In+titutioni that have installed electronic data processing equipment for recordkeeping purposes, the
information rekorded on the Student Mastercard can instead be stored in the computer. The essential consideration
is that the 'information be available in some format that is easily retrievable for reporting and audit purposes; it is not
essential t1) use the illustrated Mastercard

34



t atti k
NAME

L AL

ell :A. . .1:"N Att-Ar
11441-.LEN A4- lijr;;;'

r+ N.

'1 rv,AN '. Tt..Att

.. rm. 4 .

I !, di ANA.,.. ! : :1 .. Alart: .1, : 4' .... :. ANAl..: I. NI 4 "LIAR::

AiLitor h. t ^ A. VAN L % 1...AN

A fl.' AU N7 ' : A :. 14 ' A :'1.....4 7' 7^11 1 . A rt. AM ' N: AM ' Y.

L .

ENN LUNT :Ana::
4:4.14 ISIS L. 1'

YKE if:

ri 'at M.% L
:

.

-A

ANIIVAL INI,441ATI N

A.14: LI I VIM t
NEV

h. I. ;XI.:
r t LI 1.1 1141,EX

: Ef -EY;
fa', OW AL INF itYA :

TIAN Att.A.:..., 1 : .17 LY

I .c NA.-. , -F .; AdA.t. N.C.I. ANAH: t 74t.-I ANANa.
N. 1,/, . A: -VAN. k t.: L AN

:An mi. Nr nroLL kke . Axe .-. A Ait N n IITE . A 1 Aka ; N f AVA IN 7 ::. A.',NCF: !..; 1; 1 LIG: 1.1 1.1 ri :re Ex
lq:. EimEsr

. /WEN M.TA'AL iNrviart N
PAM: LY :14 ii

t . ° E. e. ...rem: I LA.-i *NAN:: 4. .-. NIEET

fArie 2, 1 t 4 i1F 0. SE..4 ttt:..::

01... 1 c AfA.t. ! -!'" I. AILA.4:. I : KY' I A*Mil- t T4F12 AWFUL:V.
.

E,f; Eu..:11,112ry .1eLx

AMEN f r . ,, A:..,VAN. 1 V L. AN
: . 0 4- A m rA/7 7 TA:. 4 4 , . : . A rUEN 7!" 7Y1 I t : A °.'E AM l'fr. A N T :., tIFV.E r : N7,E.PDt:)ENT r rrttre

. . rtIER MOAJAL 1. NO't ,144.41-1 N

NEF;

.... NE u. :1.44.1-NT MAN A.A.,01; . _I. 4 14E' ;

'',..to I ,1*.1 t r. tiny. ELIGI PI tart intnEx
Its in 1,3 I

It- kliAlti S :it e.: ANA:ti 1 WItit kon I 'T1tEA kViANDS 1 %ATI FNDENT STUDENT
1

ALIVAMIS /4 1..AN
OA 11 AK ' N f 7' TA I. I.M1'.:' AMI': A fkiF 4 71'. 71TE :1ATE AN11.41.77 AAA l'N f . e

'NEN AMAPA! rkr 'Wart, N
, .

tqlt 1. 'ItitiNT YEAR Amu- . , -. ,
hr.t..4.1 t

Afilki: ! : ..!... ,. ANA.: I ICC L AltAtC' 1, ,TitLit ANA:CC

i MIAMI' 4- Fr - ALVAN. E $4 LA AN '`. I
rAnt amL4Nr r''7A1. 'AIIPZ AAA/ 1(.11.V7. TV 1.

.
:A YE Al& 'NT AU N: ::. plc E

et tatAli

TEM AN1 NT

LUCE tt.A

TrAa AAA l'off f/Ar AAI1 N

a

.E2i I it..GAAM

YEA4 466 711-E AAIUN r

. : FAmiLy
NEt.

se,tt lac
Pt 1.1 E"

PC,EYEIC Di -:111.-Z,EN:

E

NATI NA; :7-71etti LOAN l'h(C.I.,AAI ;. MLR AIFAEAL

AIN YEAR YEAN F ALCM'

_Vs



OWE: OF STUDE4IT
CWS-AMOUNT OF AWARD $

PAY PERIOD
FROM TO TOTAL

(ATE

-19 CWS AMOUNT CF A AHD $

PAY PERIOD
FROM- TC TcYTAL

1 4 CWS AMOUNT F A ARD

PAY PERIOD
FROM TOTAL

1 %tS AMOUNT OF A A.R.!) $

PAY PERIOD
FROM TO TOTAL

BE(G REFUND:

(BACK OF STUDENT MASTERCARD)

PROJECT IDENTIFICATION

CASH

SOCIAL SECURITY NUMBER
PER HOUR

PAY PERIOD
NONCASH 1 TOTAL

PROJECT IDENT iFICATION

CA3H NONCASH

....... _ __

PRO../b.CT IDENTIFICATION PER "'UR

Houk. -7
PAY PERIOD

FROM I TO

PAY PERIOD
CASH NONCASH FROM TO TOTAL

PRoJEC" IDENTIFICATION

CASH NONCASH

PER HOUR

PAY PERIOD
FROM I TO

STUDENT NO LONGER IN KeTENDANCE

1 . ,;RADUATED
2. TRANSFERRED
3. ACADEMIC PROBLEM

FINANCIAL PROBLEMS
5. OTHER - STATE REASON:

DATE AMOUNT

DATE STUDENT IN ATTENDANCE Bur NO LONGER ELIGIBLE
FOR FINANCIAL AID. INELIGIBLE FCR:

BEOG - REASON:
:WS - REASON:

NaSL - REASON:
3EOG - REASON:
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CODING

FOR STUDENT MASTERCARD

Explanation of Codes

A. Source of Recruitment D. Race or Ethnic Group:
I Upward Bound I. Black
2 Educational Talent 2. American Indian or Alaskan Native

Search 3. Asian or Pacific Islander
3. Disadvantaged student 4. Hispanic

from high school S. White
4 Other

High School Test Scores:
Insert actual number

High School Rank:
Top quarter

2. 2nd quarter.
3 3rd quarter
4 Bottom quarter

Out-of-School Students Reg,: .

E. Family Income:
Insert actual amount

F. Need:
Insert amount determined

G. BEOG Eligibility Index:
Insert actual number

H. SEOG Grant Type:
I. Initial year .

2. Continuing year

If the accounting records are to perform the function of assisting in the management of the NDSL program as
well as fulfilling the reporting requirements, some modification of the typical receivables ledger will be necessary.
Since the program itself permits a grace period and permits deferral of loans for a number of reasons, it would
appear that a single alphabetical ledger is not sufficient to provide the control mechanism neeu 4. A cross reference
file similar to the "loan status card" presented as Exhibit VI is recommended. The other basic file would be a
financial data file. The loan status file should be set up strictly alphabetically with appropriate data to show the
status of each loan at all times. The financial file would be broken down in sections based on the status of the loan.

The basic sections in the financial file would be as follows:

1. A current payment file subdivided by month in which the payment becomes due.

2. A grace period file subdivided by month in which the grace period ends.

3. A deferred status file subdiv)ded by the type of deferment such as teacher, military service, VISTA, etc.,
and further subdivided within these sections by the month that the deferred status ends.

4. A delinquent file subdivided by the number of'months that the account is delinquent.

5 A paid file on an alphabetical basis.
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Exhibit VI

LOAN STATUS CARD

A,count No.

Name

Address

Social Securit No

Current Status of Account

Gate Status

Back of Card

Left School Work Completed Elsewhere Period of Grace Ends

School Attendance Proof
Elsewhere From To Established

Proof
From To Established

Proof
From To Established

Military Service, Proof
Peace Corps., Vista From To Established

Entered Teaching

Proof
From To. Established

Proof
From To Established

Proof Established for Years

Payroents Due:
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The delinquent tide can be further subdivided into those accounts which have been turned over to a collection
agent:), and those ALtounts on which legal action is being undertaken by the institution.

the reasoning behind recommending that the tin:metal file be subdivided in this manner is that it proviOes the
basis tor action on the tile as well as providing softie assistance in fulfilling the reporting requirements of the Federal
government. For example, the billing to the borrower should he made directly from the file at the appropriate
period ot time prior to the due date ot the payment. The appropriate letters necessary to indicate termination of the
grace period and termination ot deferred status could again be triggered by the reference ta the appropriate month
in the grace period deterred status tile The arrears,and delinquency file, of course, would require intensive follow-up
on each account in the tile At the end ot each month, Cie curreat month portion of each file should be cleared out.
For example, it an account is left in the current payment file for the current month, it has in fact become in arrears
at the end ot the Month and would he transferred from the current file to the arrears and delinquent file with
appropriate as non being taken. The grace period and deferred status files would he cleared out with the cards being
placed in the appropriate month section ot the current payment file.

It is sometunes argued by posting clerks that a straight alphabetical file is much easier to work with. In fact,
this is not neeessanly true at all, assuming that the majonty of payments coming in to the.organization would be
those on current payment status then the group of cards that the posting clerk would need to work with would be
quite limited so that rather than lingering through a massive alphabetical file to find the account to be posted, the
only accounts that would be.needed would be the current month portion of the current payment file. Of course, any
pa), ments received on accounts not in the current payment file would represent payment on delinquent accounts or
an advanced pasment. lo post this amount would require a reference to the alphabetical status file to determine
where this ,11:c1,unt would he located. 'However, since there is a need to break down receipts between those for
current payments and those for advanced or delinquent payments, this separation is still advantageous since failure
to find the card in the current payment file would trigger the appropriate separation of the amounts pasted as

between current pa) ments, advanced payments, or delinquent payments.

Using the Student Mastercard for the Fiscal Operations Report (OE 1152). Part I.

After the soldent cards have been posted and provt:d to the ledger control accounts they, along with the ledger
control accounts. beeome the basis tor completing the requited reports to the Office of Education. The procedure
tot the completion of each line of the reports, using these cards and the ledger accounts, is described below. These
references are to the I q75-76 report toms, See Exhibit VII pp. 4047. Appropriate modifications will need to he
made tor shanges in the report requirements.

First, the Mastercards tor student.: presently receiving financial aid should he sorted, and all NDSL recipients'
cards stacked out separately. Then. the NDSL cards are sortad again according to the race or ethnic group code on
the card. A count ot cards m Lao, stack provides the data for the "recipients" block under NDSL, Section A.
Summing the current dollar amounts on the cards will give the data for the "amount" block in Section A. The NUR.
cards should then be re-sorted by sex, and the count of cards will give the data for Section B. Again, re-sorting the
cards on the basis ot family income, counting the cards in each stack anti summing the appropriate dollar amounts
will provide the data for Section C. A final re-sort of the NDSL cards into independent undergraduate and graduate
w ill provide the data tor columns (Il) and of the NDSE information in Section C.

The Mastercard% for students participating in the NDSL program should be replaced with the other
Mastercards, and then the alastercards for stuients participating in the SEOG program should he sorted and stacked
out separately. Sorting and re-sorting as above will provide the data needed for sections A. B, and C. The same will
be done with CWS program recipients.

Now, all that remains for Part I is the unduplicated recipient counts and total dollar amounts spent. For
Section . all ot the Mastercards for students participating in any one or any combination of the three programs are
"sorted by race or ethnic group. "I he number ot unduplicated recipients (column a) will then be recorded. This total
will probably be less than the sum of columns c e g as this is an unduplicated count. In no case can this total be
greater than the sum of columns c e g, The dollar amounts currently spent on all three programs are summed for
each stack of cards, and recorded in column h. The amount in column IN for every line must equal the sum of
columns d f

.411 of the Mastercards are now re-sorted by sex tor the information needed for Section B. They are then all
re-sorted again by family income to obtain data needed for Section C. Note carefully the instructions provided with
Part I 3s to means of verifying your numbers by reference to numbers in other parts of your Fiscal Operations
Report



Exhibit VII

DEPART,HENT OF HEALTH, EDUCATION, AWIPRINIMsheaW
OFFICE of DUCATION

AsmiNctroki. D.C. WW2

Mr. READ
VOHS

PORE COMPLET-
ING THIS FOILS.

POW APPROVED
00111 NO. 111-R0141

INSTITUTIONAL FISCAL-OPERATIONS REPORT FOR THE NATIONAL
DIRECT STUDENT LOAN, SUPPLEMENTAL EDUCATIONAL OPPORTUNITY

GRANTS, AND COLLEGE WORK-STUDY PROGRAMS FOR FISCAL YEAR 1976
(July 1, 1975 June 30, 1976)
PART I . GENERAL SECTION

COMPLETE THIS PART ONLY
AFTER ALL OTHER RELEVANT
PARTS OF THIS REPORT NAVE
atrN ComeLataix

I. SERIAL NUMBER (DSFAJ

12. ENTITY NUMSER (EN)

1 -

tvou4sa oe ohs secant. my, but not necessanly bi withheld under these program unless this report I. comphrted and Mad
Ea raquultd by spiistmg Iset 20 D.S.C. 424, 10117cr - National Dtract Starr Mot Loam Program, 20 U.S.C. 1070b: 20 U.S.C. 1232c
Supplemental Educational Opportunity Grant. Program; end 42 U.S.C. 2754; 20 C. 1232c - Work-Study Propoco.

3. NAME AND ADDRESS OF INSTITUTION (mew* cop. Sem pad t Oda) ...OMPLETE THIS REPORT AND RETURN BY AUGUST
31. ltiE. ALL COPIES BUT YOUR OWN TO:

U.S. Office of Educative
liorose of Plootoocsaiory Ediamotioo
Dirioios of Student Pinoolciod Aid
Program Support &witch
Wooltioroo. D.C. 20202

SECTION A NUMBER OF NOSL. SEOG, AND CWS AID RECIPIENTS AND AMOUNTS SPENT IN THESE PROGRAMS
DURING FISCAL YEAR 1976 BY RACIAL/ETHNIC DISTRIBUTION

RACE OR
ETHNIC
CROUP

ADP
USE

UNDUPLICATED TOTAL NDSL SEOG Cw$

RECIP/ENTS
a

ANIOLINT

b

NrCIPIEMTS
e

AMOUNT
4

RECIPIENTS. AMOUNT
I

RECIPIENTS

IS

AMOUNT
h

,. LAC* In./ ot
Niapantc ortem)

2A01

AMERICAN
1. INDIAN OR

LASRAN
MTIVIL

1A020
,

ASIAN OR
S. PACIFIC

ISLANDER 1A030

I. MISPAP4I(.. ;AOKI

S. INNITE I. .,
Nsaeanec rigin) IAOSO

I. TOTAL re.. of
INwoo 1 throases% ).4000

SEX

SECTION 1. DISTRIBUTION OF AID RECIPIENTS BY SEX DURING FISCAL YEAR 1976

ADP
USE

1.010

UNDUPLICATED NumBER
OF ID RECIPIENTS NDSL RECIPIENTS SEOG RECIPIENTS CRS RECIPIENTS

3. 13014gra 19020

1. roTAL (..e.
Wo 1 owl 21 1.020

OE FORM 1152-I, sin REPLACES OE FORM 1112.1. 11/71.
tr ICCI4 IS OSIOLETE
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PART I - GENERAL SECTION
(cunt:wed{

PLEAsE READ INSTRUCSIONS BEFORE
CONPLETING TNSS FORA»

NAME OF, INSTITUTION

FORz.t *PPRO.<
01410 0. 1I.R441

ADDRESS metwa till,. Loofa. ems Etp code) SERIAL NUMMI. (DSFA)

ENTITY NUMBER (EN)
1

SECTION C NUMBERS OF AID BCCIPIEPTS AND AmOUNTS SPENT BY INCOME CATEGORY FOR UNDERGRADUATE DEPENDENT
STUDENTS OR BY UNDERGRADUATE INDEPtNIDENT OR GRADUAE STATUS DURING FISCAL YEAR 197d

-:.::-:.:*::.:::::::.:::;:::: .
::.:.::.:-::.::-:!:::::::::e .
;:::;::::::::::':::*-%'': :
,.' '.'. "
..e....,.................

NCISL

4DP
USE

1CO20

TOTAL

o

UNDERGRADUATE DEPENDENT
. UNDER.

GRADUATE
INDEPEN

CENT .

h

GRADUATE

i

$O TO
112.0111

I

ELMO TO
SIL011

c

S4,000. 0
$T. r

d

67.1100 TO
SIMS

W000 TO
SSI,S11

OVER
S12.040

II

I. RELfRisters

A. AMOUNT LENT 1C030

SEOG INITIAL YEAR

f C010
- :

.7....
I. RECIPIENTS

4. AMOUNT SPENT IC1100

:

SEOG CONTINUING
.

.1 COSOS. RECIPIENTS

1111- AMOUNT SPENT I C 000

:*:*::%*:% ...

::".::::::.
CIFSP

/C0707. RECIPIENTS

S. 41040iT SPENT tC0I0

TOTAL

JCPOP. uNouPLICA TED
MOWER OF
RECIPIENTS

10. AMOUNT SPENT 1C100

. .

SECTION D CERTIFICATION

NE CERTIFY that the mforatation cootoinad In thikreport i Nue end ccotote to the loost of our knowledge. We understand that

thy*. (011401FII 015 NAttoct to oudit by rapraiantativa of the U.S. Cntmlesionr of Eds.mation.

SIGNATURE OF DIRECTOR OF STUDENT FINANCIAL AID SIGNATURE OF CHIEF.FISCAL OFFICER

TYPED NAME OF DIRECTOR DATE SIGNED TYPED NAME OF CHIEF FISCAL OFFICER DATE SIGNED

ARE CODE TELEPHONE NUMBER EXTENSION AREA CODE TE LEPHONE NUMBER EXT ENSION

WARNING1 AN, pe *h. weltys 101 stotoputot or ollsroptowtototIon or. thi I. molt Ito swItict to floe CI op tot

SI0,.000 Re ttt ImptIsootoont f up to S rows et to both wok, oterIsIetto f Ike 1.IIId Stet*. CHthtel Cede. 5och lytovIgI."
locIpds, otottetp othoto, II U.S.C. 1001.

OE FORIA 1152-1, 1174 REPLACES OE FORM 1111.1, 1J71.
WHICH Is 01111SO1.ETE
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PART it - NATIONAL DIRECT STUDENT
LOAN PROGRAM

MAUI OF INSIIIUTON
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Source of Information for Fiscal Operations Report (OE 1152), Part IV, CWS.

The CWS columns on the Student Mastercard are subsidiary accounts to accounts #7,1 and *7.2. depending
upon whether the student is working on or off campus. (Note: An individual earnings record card similar to the one
shown as the back of the Mastercard will be .needed to record the detail payroll information. Once per quarter the
earnings should be summarized on each individual earnings record card and transferred to the front of the Student
Mastercard.)

The total ot the ,:urry.nt year awards for all of the students under the CWS program should not exceed the
total of grant authorization as shown in the DFAFS ledger plus the amount of institutional matching, except in
those situations where past history would indicate that the students will not work a sufficient amount to earn the
total award. rhe current year award amount should in actuality be a control over the amount of gross earnings for
the :tudent. It his rate of earnings is such that the year award will be exceeded during ihe time that Ile is expected to
work .diustments in his work schedule would tie needed.

1 hese cards should be separated between those on campus and off, and the total earnings for the quarter for
each group deterrnmed. This tot:II should be compared to the amount in the CWS ledger controls #7.1 and #7.2.

Assuming that this card has been completed and balanced to the CWS ledger control accounts for the year, the
following bases ,:ould he used to complete Part IV, CWS information.

Line I Amount is shown on original award letter for thc period.

Line 2 Subsidiary to DFAES ae,:ount #2 would show this amount added to unexpended ('WS
authonzation.

ine 3 Must be equal to line 1 plus line 2.1

l me 4 Subsidiary to DFAFS account #2 would show this amount added to unexpended CWS
authorization account. See illustrated entry SS (page 33) for basis for this information.

Line 5 This LS the sum of accounts #7.1 and #7.2 in the CWS ledger. Equals Part I, Section A, Line
6h.

Line 6 This is the sum of accounts #6.1, #6.2, and #6.3 in the CWS ledger.

Line Subtract line 6 from line 5. Should not exceed 80% of line 5

ine S Ac,:ount #14 in the CWS ledger.

Line t,) Suhithary to DFAFS account #2 would show this amount added to unexpended SEOG
authorifation account (and deducted from CWS authorization account). See illustrated entry
SS (page 33) for the basis tor this information.

Sum of lines 7 + 8 + 9, less line 4.

ine 3, less line I 0 Balance of CWS subsidiary to DFAFS account #2.

Self explanatory.

Very seldoni will information be recorded here. See instructions for Part IV of the Fiscal
Cpc:a'oons Report for necessary details.

ine 14 This number can he obtained by sorting out the students who are in the CWS program this
ear, this group would then be sorted ;:o remove all students who had previously

participated in CWS. (The prior year information would indicate this.) A count of the
remaining cards will give title number of students participating in the program for the first
time this year.



Lines IS & It)

s

Part a 15 a student Lount I he students participating in CWS should be sorted between on
and ($t t Jul pus and the number in cauh group Lounted. Part h ean be obtained by adding the
gross pay tor ott-campus students and multiplying that by the percentage paid from Federal
tunds its pica!1. 80`1; This gives the aMount for Ia. Subtracting this amount from line 7
gives the amount tor'15h.

Source of laformation for Fiscal Operations Report (OE 1152) Part III, SEOG.

Ihe SLOG section ot the Student Mastercard, it posted up to date on a current basis and balanced against the
appropriate accounts in. the SLOG ledger control, will provide the basis for the completion of Fiscal Operations
Report tor the SLOG program N. soon as giants have been made to the students for the academie year, the current
year award type and amounts should he entered on the Student Mastercard, These then should be sorted by type of
award, added together and Lompared to the amount of grant authorization as shown in the DFAFS ledger. Any
differences between the amount of awards and the balances in these accounts should be reconciled and noted.
Dunne the year as advances are made to the students, the date, type, and amount of advance should be entered on
the Student Mastercard. file amount of advances on grants should be totaled by type of grant and reconciled to
accounts S and #6.

It should be noted that the \ DSL, CWS 13E0G, and other aid columns on the Student Mastercard proside the
basis for proot of adequate matching.

At the end ot the v ear at tcsr the amount of advances on grants has been totaled and reconciled to accounts #5
and #6. the Mastercard becomes the basis for completion of OE Form 1152, Part III, as follows:

t ine 1 Amount is shown on original award letter for the period.

1 ine 2 SubsIdury to MAI'S account #2 would show the amount added to the unexpended SFAX:
uthontation.

410 I Line 1 Amount is shown on most recent award letter for the period. The sum of lines #I, #2.I and.
Line 4 .ahshimry to DFAFS account #2 would show the amount added to unexpended SEOG

authonlation account. See illustrated entry SS (page 33) for basis for this information.

Line 5 FL is is the sum of accounts #5 and #6 in the SFAX; ledger. Will agree with Part 1, Section A,
1 ine 7f

Line

I me "

ine

Line 10

ine 11

Account .7a7 SFOG ledger.

Subsidiary to [WM'S account #2 would show this amount added to unexpended CWS
authontation account (and deducted from SEM--; authorization account). See illustrated
entr SS (page 33) for basis for this information.

Sum ot lines 5 + 1.1 + 7. less line 4.

line .1. less line 8. Balance of SFOG subsidiary to DFAFS account #2.

Self explanatory.

ny interest earned on SLOG funds will be entered here. Under the present cash
management system, the institution will he unlikely to have an entry on this as there
will probably he no idle funds available to earn interest.

Lines 12 & 1.4 Count the Student Mastercards for all current recipients of SFAX; funds. Will agree with Part
Section A, Line 6e.

Line 14, a-f Can he completed from an analysis of Student Mastercard BEOG, NDSL, CWS and other aid
columns.



Source of Information for Fiscal Operations Report (OE 1152), Part II, NDSL.6

The two phases ot the DSC program, namely, the in-school period while the student is receiving advances on
loans and the out.ot-school phase while a student is in the process of repaying or working off the loan, are very
Substantrail different For ilus reason it is recommended that the general ledger control accounts for funds
advamed to students be divided into two accounts- (I) funds advanced to students in school, (2) funds advanced to
students out-ot-school. Me Student Mastercard then becomes the subsidiary ledger for the funds advanced to
students in-school, and a second set of cards would he set up and become subsidiary to the funds advanced to
students out-ot-school At the end of each school year each student who had left school, forwhatever reason, would
be identified and the total of all the NDSL loans advanced to that student during his stay at the institution would be
added together and the amount transferred from NDSL account #4a to NDSL account #4b, and a subsidiary ledger
card established tor each student. At the end of each quarter, preferably once a month, the in-school Student
Mastercards would he anals led and the total of the prior year loan amounts plus advances on current year loans
would he added together and the total reconciled to account #4a, Funds Advanced to Students-In School. Similarly,
the balance due from students in the file for out-of-school students would be added together and reconciled in the
total shown in account #4h, reduced by the'amounts in account #5 to #11.

Atter these two sets of cards have been proved to the general ledger control at the end of the fiscal year, these
two sets of cards plus the general ledger control accounts will provide the basis for the completion of OE Form
I I 5 2. Part II. as follows, for Section A.

From NDSL ledger control account I.

From NDSL ledger account 2.

From NDSL let-ser account 3.

From the sum of NDSL ledger control accounts 4a and 4 b. The number of borrowers will be
obtained by a count of the in-school Mastercards on which NDSL advances are recorded,
PIII a count of the out-ot-school ledger cards.

l me 5 N DS!. ledger control account 5. The number of borrowers will he obtained by a count
of !tie nuni her of out-ot-sehool cards on which collection entries have been made.

Line n From NDSL ledger accounts 6.1 plus 6.2 plus 6.3.

1 ine r From NDSL ledger account 6.1.

ine 0 2 Ironi NOM_ ledger account 6.2. The number of borrowers for lines 6-11 will be obtained
troin a count made from the cancellation journal.

1 inc n m NDSL ledger account 6.3.

From NI)SL ledger accounts 7.1 plus 7.2 plus 7.3 plus 7.4.

me I From ledger account 7.1.

Inc 2 Fr rn J DSL ledger account 7.2.

3 From ND51. ledger account 7.3.

l Inc 4 From NMI_ ledger account 7.4.

I me s From NMI. ledger account 14.

ine NDS1.. ledger account 9.

Inc 10 From NDSL ledger account 10.

Line II From NDSL ledger account 11.

50



Line 12 From NDSL ledger account 12.

Line 13 Fioin NOSL led.ger account 13.

Line 14 1 rom NDSL ledger account 14.

Line 1 5 From NDSL ledger account 15.

Line 16 From NDSL ledger account 16.

Line 17 From NDSL ledger account 17.

Line 18 . From NDSL ledger account 18.

...me 19 From NDSL ledger accounts 19.1 plus 19.2 plus 19.3.

Line 19 1 From NDSL ledger account 19.1.

Line 1 9_ 2 From NDSL ledger account 19.2.

Line 14.3 From NDSL ledger account 19.3.

Line 20 From NDSL ledger account 20.

Line 21 From NDSL ledger account 21.

Line 2 2 From NDSL ledger accoUr 22.

Line 23 From NDSL ledger account 23.

Line 24 From NDSL ledger account 24.

Line 2s From NDSL ledger account 25.

Line 26 Fro'm NDSL ledger account 26.

Line 2' From NDSL ledger account 27.

Section

1 me I Amount shown on current NDSJ. allocation letter.

1 Inc 2 A computed amount. equal to cash received from the Federal government during the year
tor the NDSL fund, plus the amount requested from DFAFS as of June 30, although not
received as of June 30.

ne 3

me 4

ne

ine 6

Line -7

Self explanatory.

Line I. less line 2. Should equal final balance in subsidiary account to DFAFS account #2
tor cutrent NDSL program authorization.

Can be determined by sorting out all Student Mastercards for NDSL participants. Total the
;surrent year advances for all such recipients, and enter on line S. Will agree with Part 1,
Section A. Line 6d. (Keep these Mastercards out for later use)

NDSL account #19.2. Current balance, less balance at 6/30 last year, should equal amount
paid to institution during current year.

Count first-time borrowers shown on Student Mastercard obtained for use on line 5.



Section C

Line la

Line 1 b

Line I

Lane Id

Lines le & It

Line 2

Line 3.1

Lines 1.2 3.4

me 4

Lines 5.1 5 9

Section I)

Lines 1.3

L mes 4.10

Memorandum records will be needed to keep track of total number of borrowers since
inception 01 program.

Balance in NDSL accounts #4a #4h.

Sum ot balances in NDSL accounts #5 through #11, the "Asset Reduction" accounts.

I me 1 b less I me 1 c.

The Ou .Khool Ledger will provide the amount needed here. Add only the past due
amounts on the cards for Lne le, and only the deferred status amounts on the cards for line

t

The "paid" file will provide both number of borrowers and amount originagy lent.

The Student Mastercard for NDSL participants will piovide information needed here.

The Out-of-School Ledger will have the information needed tor these three lines.

rhe Out.ot-Scbool Ledger will have the in:ormation needed here.

Assuming the Out-of-School Ledger is designed as recommended, these data can be obtained
from a card-count in the appropriate categories, and from the total of principal amount
outstanding and principal amount past due.

Sell-ex plana tory

Can be obtained by analysis of the cards in the past due file.

USING THE STUDENT MASTERCARD AND THE LEDGER ACCOUNTS
FOR THE BEOG PROGRESS REPORT

The BEM; Progress Report is duplicated at Exhibit VIII. After the Student Mastercards have been posted and
proved to the ledger control accounts they, along u.ith the ledger control accounts, become the basis for completing
the required reports to the Office of Education. The procedure for completion of each section of the Progress
Report is described below These references are to the 1977-78 report form. Appropriate modifications will need to
he made tor changes in the report requirements.

The BEM; 11) No. and the FIN No. should be copied directly from the BEOG Authorization Letter, to insure
accuracy in the filing process. The filing date will be appropriately recorded-report to be filed by the 15th of the
month following October 31, February 28, and June 30. Ad hoc reports may be filed at any time other than the
regular filmg dares, but should he used only if absolutely necessary to the proper functioning of the program at your
institution.

Section I of the report is sell explanatory. A key item to watch is line 10, where the institution indicates if

there have been no BFOG recipients year-to-date and none are expected for the remainder of the year.

Section II of the report is also self explanatory and can be completed from memorandum records filed within

the institution It is essential that all actual and omated Information he provided for this section, which should be
completed only on the first Progress Report slit ted each academic year.

%)
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Section III of the report can be completed, using data from the accounts and from the Student Mastercards, as
follows:

Line 19A 13EOG account #3. Sum of the debit entries, on a cumulative basis since the beginning of the
current fiscal year.

Line 19B BEOG portion of Student Mastercard. Sort out the cards of those students participating
currently in the BEOG program, and count those cards. This will represent the unduplicated
count needed.

Line 20A BE OG account #3. Sum of the credit entries on a cumulative basis since the beginning of the
current' fiscal year.

Line 20B The recipients who have refunded money to the BEOG accounts should have the amount
refunded indicated on the back of their Mastercard. A count of these cards will give the
recipient count needed.

Line :1A Line 19 less line 20. This should be tin :urrent balance in BEOG account #3.t
Line 22A On the Student Mastercards, the total amount of BEOGs awarded to the students, less the

imount paid to date, represents the amount needed for present recipients.

Line 23A This is an estimate based 'on expected new BEOG recipients for the remainder of the
academic year.

Line 23B An estimate of the number of students represented by the estimated dollar amount on Line
23A

Line 24A Lines 21A..+ 22A + 23A.

Line 24B Lines 19B + 23B.

Line 25A This is the BEOG authorized amoant from The most recent Authorization Letter.

Line 26A Line 24A less line 25A. Be sure to indicate whether the difference is positive (4.) or negative
by circling the appropriate sign.

Line 27 The Student Mastercard will show, in the current year information section, the number of
Student Eligibility Reports previously submitted to OE.

Line 28 A count of the new Student Eligibility Reports will provide the data .needed here. Be sure,
after this count is made, that the information is recorded also on the proper Student
Mastercard.

Line 29 Lines 27 + 28.

RECIPIENT REPORT OF EXPENDITURES (ROE)

(to DFAFS, not OE)

Under all of the Federally funded student financial aid programs, funds are disbursed through the DHEW
Federal Assistance Financing System (DFAFS). Many of the institutions have other DFAFS-disbursed grants wbich
are included in their dealings with DFAFS; this material deals primarily with CWS, SEOG, BEOG, and NDSL, but
many of the principles are applicable to other DFAFS-disbursed programs.

The Recipient Report of Expenditures and the Cash Reconcilla .on Statement, Exhibits IX and X, are the
reports required by DFAFS to assist it in its work with the institt.tions.11iese are strictly cash flow reports that may
be issued quarterly or monthly, depending upon the dollar amount of DFAFS-funded activity in the particular

54



institution. Those colleges and universities that have the largest amount of DFAFS-funded dollar activity issue
monthly reports. the others. quarterly.

An item-by-item consideration of 1: xhibit X reveals ths followmg

PIN - Payment identification number, assigned by DEAES.

Payee CRS s: - This is the number used to identify the institution within the !MEW Central Registry System.

Insmutum Control Number - This is a number assigned by the institution for the purpose of associating its
subsidiary ledger for Unexpended Program Authorization" for specific awards with the line items on the report.
The accounts in the subsidiary ledger should be assigned a control number when the account is established in the
ledger. The first time the particular award appears on the Recipient Report form this column will show a series of
zeros. 1 he institution should write in the institutionally assigned number. DEAFS will then pre-print the assigned
number on all subsequent reports on which that particular award is active.

Exhibit IX

DEAES-27 RECIPIENT REPORT OF EXPENDITURES
As of December 31, 1976

FISCAL OFFICER PIN PAYEE CRS #
COLLEGE OF LEARNING 1,234 1-234567890-A2
ADMINISTRATION BUILDING
COLLEGETOWN, USA 38334

PART I OPEN AWARDS

INSHEUTION CRS DEAES DOCUMENT AUTHORIZED EXPENDED
CONTROL NO. NUMBER NUMBER AMOUNT AMOUNT EROF

0000123456 's
0000123456.'9

1-234567890-A2 ot-c000,l,
08-0003000395

TOTA1.S

510,000.00 S , _9.000.00
42,009.00 40,112 15

C52,000 00 $_, 49,112.15

PART!! AWARDS WITH FINAL EXPENDITURI S

INSUItUTION CRS DFAES DOCUMENT AUTHORIZED EXPENDED FROU

CON 1 ROI NO. NUMBER NUMBER AMOUNT AMC)! r R A

0000123456144 1-234 c67890-A2 08-0000063180
000012345698 - 08-0000077483

TOTALS

564,000.00
10.000.00

$74,000.00

$63,604.00
10,000.00

573.604.00

HNAI, ROt II1S BI 1 N RI PORTH) BY till RI CIPIINT AND TIll A(;YNCY HAS RI PORTH) IAPFNDI FUR) S TO DI AI-S.

indicates muln-prograin award.
Total vumulatise expenditures should be shown in "1- xpended Amount" Column, Part I. At the bottom of the Report, the
"Authorued Amount" and the -I-xpended Amount" should he shown at the level specified on the award document.

DrAFS Document Number -.this number is the award number appearing on the authorization letter received
from CWS, SEOG, BIOG. or NDSL. It will be preprmted by DEAF'S on the Recipient Report of Expenditures.

Arnowit Authorized - Because this report is a cash report. the dollar amount in this column does not
Gecessarily represent the total of the allocation or award tor a psirticulat grant. It represents the amount of cash that
Ls available to the institution under that particular grant.
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In the ca.se ol "deobligation" of unused funds, DEAF'S will be notified of the balance to be deobligated in
each Lit the programs. When this notification has been processed the "amount authorized" fur that specific grant will
be reduced by the amount ot the deobhgation. When this deobhgation occurs, the institution should record the
folk)wing iournal entry and post it to the DEAFS ledger

Unexpended Program Authorization, DFAES (specific grant number)
Accounts Receivable, DEAFS
(amount should be amount of deobligationt In addition, the appropriate deobligation entrie% should be
made in the NDSL accounts. (see entry RR. p. 33)

Erbended mount - This is the column required to he completed by the institution each reporting period. The
information for this item can he obtained from the debit amounts posted to the appropriate unexpended Program
Authorization subsidiary account in the DEAFS ledger. For example. grant 08-0003000395 subsidiary 12345679
appears as follows on I 2; 31 76, the date of this report:

2345.679

Unexpended Program Authorization 08-0003000395
9;15/76 - 540,112.15 4/20/76 - S42,009
(posted individually as
cash was transferred to
program cash account
for payments made to
students)

(posted when award/
authorization letter
received from OE)

Note There will he a sepa_rate hne item of each grant made kv OE through MA FS.

FROE - This column on the report, when an asterisk (*) is shown for an item, indicates that a final Report of
Expenditures has been received (the "R" designates the recipient report of expenditures, the "A" represents the
agency report of expenditures). In the case of the $10,000. because the "Authorized Amount" and the "Expended
Amount" are the same dollar amounts, and because a final report has been received from both the recipient and the
agency, this line item will probably drop off the report hy 3131/77. The report is split into Part 1 and Part II. Part I
represents Open Awards and Part 11 Closed Awards. The "F" in the FROE column for the first award listed has been
recorded by the recipient, to indicate that all disbursements from this award have been made. This will cause the
record for this ixard to drop from Part I to Part II on 3/?1/77 report.

CASII RECONCILIATION STATEMENT

The Cash Reeoncihation Statement can be explained as follows:

Cash Accountability this amount is internally L...lettlated at DEAES based upon a complete historical record
of all DEAES-funded grants at the particular institution. Essentially the calculation is:

total 'amounts authorized since start
of DFAES funding at this institution $200,302.00

Total amount authorized shown on this Report of Expenditures 126,009.00

Amount of authorized cash dropped off ROE because final
report received $74,293.00

Total of all cash advanced by MAI'S to institution S197,749.78

Amount calculated above 74 293.00

Cash Accountability $123 456.18

(.1 t
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Le...s Cumulative Expenditures - This amount is taken directly from the final column of the Recipient Report
ot Expenditures.

Computed Cash Balance, - This is the balance that should remain in the DFAFS cash account at the institution.

.4ctual Cash Balance - This is the balance that does exist in the DFAFS rash account (#3) at the institution.
The "computed cash balance" and the "actual cash balance" will be the same if the institution's accounting records
are proper and up-to-date.

DFAFS-27A

Exhibit X

(SAMPLE REPORT AS COMPLETED BY RECIPIENT)

CASH RECONCILIATION STAtEMENT
As of Number 31, 1976

FISCAL OFFICER
COLLEGE OF LI ARNING
ADMINISTRATION BUILDING
COL LEGETOWN, USA 3034

PIN PAYEE CRS #
1234 1-234567890-A2

CASH ACCOUNTABILITY SI 23,456.78

LESS TOTAL EXPENDITURES - $122,716 1 5

COMPUTED CASH BALANCE S ,740.63

ACTUAL CASH BALANCE $ ,740.63

UNDER PENALTY OF PERJURY, I DECLARE I HAVE EXAMINED THIS REPORT AND CERTIFY THAT THE
EXPENDITURES AND ACTUAL CASH BALANCE FIGURES.SHOWN HEREON ARE CORRECT TO THE BEST
OE MY KNOWLEDGE AND THAT THESE EXPENDITURES AGREE WITH REPORTS SUBMITTED TO THE
APPROPRIATE HEW AWARDING OFFICE AND HAVE BEEN MADE FOR THE PURPOSES OF, AND IN
A('CORDANCE WITH, APPLICABLE AWARD TERMS AND CONDITIONS.

SI(;NED John Doc., Treasurer DATE January 15t 1977
NAME AND POSITION

NAME AND PlIONE NUMBER OE PERSON 10 BE CONTACTED REGARDING THIS REPORT

NAM!. John Doe
(PLEASE PRINT OR TYPE)

AREA CODE AND PHONE NUMBER (202) 996-1212

RI 1URN ONE 1) COPY OF THIS REPORT TO: DHEW FEDERAL ASSISTANCE FINANCING BRANCH
DASP/DASF/ASC
5 3 3 WESTBARD AVENUE - ROOM 426
BETHESDA, MARYLAND 20014

I he Recipient Report of Expenditures must be submitted to DFAFS on a timely basis. If the report is not
submitted within 25 days after the date on the report, and after a 5-day grace period, a reminder notice will be sent
by DE AES If the repoit is not submitted within 35 days of the date on the report, DFAFS will discontinue all cash
advances to the institution until the report is submitted. Because the discontinuance of cash advances could seriously
hinder the school's financial aid program, it is recommended that the report be submitted as requested.

As 3 c.heck against the accounting in the DFAFS ledger, the total credit balances of the subsidiary Unexpended
Program Authonzation accounts should equal the credit balance of the control account #2, "Unexpended Program
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Authorization." Also, the total of the debit balance of account #3, "Cash, DFAFS" plus the debit balance of
account #1, "Accounts Receivable, DEAFS," should equal the credit balance of account ;tr2. "Unexpended Program
Authorization."

PROCEDURAL MANUAL

All institutions participating in Federally funded student financial aid programs are strongly encouraged to
review their written procedures for conducting the business of requesting, receiving, controlling, disbursing,
accounting for, and reporting upon the utilizatior of these funds. If no written procedures presently exist within he-
Institut ion, they should he establithed as quickly as possible.

The updating or preparation of a procedural outline or manual should provide the institution with a brief
descnption of standard operating procedures which will ensure proper, timely, and efficient execution of the duties
of all institutional personnel associated with these programs. Such a manual will also prove valuable in the training of
new mstitutional personnel irthe operation arid management of the programs.

Because each instiZtion will have its own unique set of procedures and job descriptions for the personnel
involved with the financial aid programs, no complete procedural manual is illustrated here. However, in the hope
that it will benait the institutions in the ptt-rnation or review of their own manual, the following rather detailed
outline of a procedural manual is provided.

Procedural Manual
(an outline)

Section I Student Financial Aid

A Introduction
The need for student financial aid

2. A history of Federal government assistance to institutions of higher education
3. A histon, of student financial aid at this institution

B. The Philosophy of Student Financial Aid at the Institution*
I. Purpose of financial aid
2. Types of students served
3 General quahfications of students seeking financial assistance
4 General description of division of responsibilities and authority

Types of Aid Available
I. Federal

a. College Work-Study Program
I. Purpose
2. Higihility
3, Determination of need after application
4 Job classifications
5. Student agreement and affidavit of educational purpose
6 Supervision

Maximum hours
8. Payment procedures

h. Basic Educational Opportunity Grants
I. Purpose
2. Ehgibility
3. Determination of need
4. Student affidavit of educational purpose
5. Amount of grant
6. Disbursement procedures

Following this outline is Exhibit XI which shows a Stateitient of Good Practices adopted by the National Association of
Financial Aid Administrators. This Statement can provide useful guidelines for the establishment of the philosophy of ald at an
insthu non.
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c Supplemental Educational Opporturuty Grants
Purpose

2. Eligibility
Ikternimation of need after application

4 Amount ot grant
5 Disbursement procedures

d National Direct Student Loans
I Purpose'
2 Eligibility
3 Determination of awed after application
4 Amount ot loan

Disburwment procedures
b :Alt interview procedures

2. State
a Purpose
h Identification

d. Amount
e Disbursement procedures

3. Institutional
Institutional Scholarships
I. Purpose
2. Identification

4. Amount of award
5 Disbursement procedures

h Institutional Loans
Purpose

2 Identification
3 Ehmbility
4. Amount of loan
5. Disbursement procedures

4 Other
a Title (ttl )

I Purpose
2 Idennfication
3. Eligibility
4 Amount
5 Disbursement procedures

h Title (#2)
c He

Section II t'inancial Oftice Procedures

A. Purpose for the Office

fi Administrative Structure
I. President (('hancellor)
2 hnancial Aid Committee

a. Composition
h. Specific responsibilities
c. Activity supervisor

3 Financial Aid Administrator
a General Job deseriptiori
h. Specific responsibilities
c Activity supervisor
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4. A.ssistant Financial Aid Administrator
a. General rob description
b Specific responsibilities
c Activity supervisor

c Office Secretary ,
a. Genetal Job description
h. Specific responsibilities
c. Activity supervisor

6. Student Assistants
a. General lob descriptic
h Specific responribihties
co Activity supervisor

Pi.)cedure for Processing. Recordkeeping, Reporting
1. College Work-Study (applicaion-completion)
2. Basic Educational Opportunity Grants (student etigibility report-grant)
3. Supole-nental t.ducationat Opportunity Grants (application-grant)
4 National Direct Student Loans (appliCation-loan)
5. Institutional scholarships (application-award)
o. Institutional loans (application-loan)
7 Other sources of funds

Aa'f e Included in this portion of the manual should be information on the forms used in the Office
(referenced to the appendix, where the form -. are illustrated, by letter of number of the form). .iho does what
with each form (.1 repeat of the list of duties but in a different way) and where and how the forms are filed.
Also included Should be a general description of who has responsibility for completion of the variou'
government rePorts.

Section 111. Business Office Procedures

A Purpose for the Office
General

2. As related to student financial aid

Administrative Structure
1 President (Chancellor)
2 Financial Aid ('ornnuttee

(described here in its relation to the Business Office)
3. Treasurer (Controller)

(rob descnption only if related to student financial aid)
4. Business Manager

a General Job description
h Sp. &tic responsibilities as related to student financial aid
c A. tivity supervisor

5 Chief Accountant (Bookkeeper)
'a General job description
h. Specific respbnsibilities as related to student financial aid
c Activity supervisor

h Cashier
a. General job description
h Specific responsibilities as related to student financial aid
c. Activity supervisor
Other personnel (working with financial aid)

S Student Assistants (working with financial aid)

Procedure for Processing, Recordkeeping, Reporting
1. College Work-Study
2. Basic Educational Opportunity Grants
3 Supplemental Educational Opportunity Grants

C(.5
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4 National Direct Student Loans
5 institutional SCholarships
b Institutional loans

other sources of funds

t hr same note applies here as is discussed at the end of the Financial Aid Office procedures.)

the nelson in . harge of preparing the manual may wish simply to describe the duties of all those involved in
the tmanLial ald to.ities ot both offices as they presently exist, review these descriptions for duplication of work.
FC move the .I.iplication. and then write up the nib description and specific responsibilities in final format.)

Se, {ion Iv A Calendar ot AL.tivities

Intluded at this spot in thi manual should he a current school-year calendar (to be updated each year, of
Louise,/ listing all of the events related to the administration of the stuck/A financial aid program. The calendar will
serve as a means ot 'planning the coining year (for example, this is the deadline date for applications, this is when we

iIl get the aid letters to the students, these are the ('ollege Work Study payroll dates, etc.1 and as a control over
i.urrent actisities I for example, ibis is when we wanted to have it done, this is when it was done). The calendar here
might he a miniatuniation of a wal! calendar, duplicate copiis of which are displayed in the office of the Student
I.Inantial Aid Administrator and the office of the Business Manager.

Sel thm \nnual Operational Evaluation

Student Financial Aid Office
! Structure and Staffing
2. Application and award cycles
.1 Reporting phases
4 Coordination with Business Office, Chancellor, Admissions, ere.

Other

Business Of tice,
1. Structure and staffing with relationship to Financial Aid Office
2 Processing of student awards

ReLordkeeping
4 Report ing
5 Coordination with Financial Aid Office

ri VI Illiv:trateu Forms (Incompletelisting)

1 Application for Financial Aid
Application for Extension of Financial Aid
Need Assessment Forms

LI Sample Student Notification-Acceptance Letters
Student Mastercard
CWS Pay Rate Schedule
CWS Compensation Sheet

If CWS "Cloc-k- Card
CWS Payroll Voucher
Ott-Campus Work-Study Agreement
NMI Promissory Note

I. NDSL Summary Sheet
1)S1 I xit Interview Check List

Institutional Loan Agreement

As mentioned previously, the above forms should be keyed to a description of the flow of paperwork through
the ottiLes as discussed for rah of the financial aid programs.
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Exhibit XI

NI,,Fiz:v..
,

NATIONAL ASSOCIATION OF STUDENT
FINANCIAL AID ADMINISTRATORS
STATEMENT OF GOOD PRACTICES , -

The primary purpose ot student aid is to provide financial resources to students who would otherwise be
unable to pursue postsecondary education.

In order to accomplish this stated purpo. e. the following practices are recommended to all financial aid
administrators.

The Financial Aid Administrator 1

I. Shall make everi: effort to meet the demonstrated needs of all students at his/her institution to the extent
funding will permit in an ethical manner. ;

;

.
I

I

2. Shan award all aid on the basis of demonstrated financial need except where funds are specified for
recognition of special talents. Where aid is not based on need and represents a significant portion of
institutional assistance, the aid administrator should make every effort to redirect such funds to assist
those students with demonstrated need.

;

;

3. Shall exercise adequate controls to insure that need-based aid awards do nbt exceed do, ,tmented need.
\

4. Shall recognize that the primary responsibility for financing postsecodary education rests with the
student and his family. Financial assistance from institutions and other sources is only intended as
cupplementary to the efforts of the family

,

S. Shall help students seek, obtain, and make the best use of all financial resources available.

6 Shall provide in all appropriate literature a clear statement of the actual cost's, of attendance, which.shall.
include both the direct and non-direct costs_

7. Shall inform the student of all conditions under which an award is granted at the time the offer is Made.
;

8. Shall refrain from and discourage others from making any public announcement of the amount or type of
financial aid awarded to a student in order to pi-otect the confidentiality of the economic circumstances
of the st tent and his/her family. ,

;

; ,

9. Shall respect the confidentiality of student records. Information should be released,.only on the written
consent of the student and/or his/her family and all policies and procedures should protect the students'
rights of pnvacy, 1

,

10. Shall oppose the administration of aid to accomplish disciplinary objectives.
,

I I. Shall, when prepe,..aie tunding requests, estimate needs horestly and fairly.

;

!
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APPENDIX A

DEPARTMENT OF HEALTH, EDUCATION, AND WELFARE
OFFICE OF EDUCATION

BUREAU OF HIGHER EDUCATION
DIVISION OF STUDENT ASSISTANCE

AGREEMENT COVERING INSTITUTIONAL. PARTICIPATION IN PROGRAMS OF
STUDENT FINANCIAL AID

PuNuant to and subiect to the provisions of Part A-Subpart 2, Part C and Part E, of Title IV of the Higher
Education Act of 1965 (P.L. 89-329), as amended, and the Regulations issued pursuant thereto

Name and Location of Institution

OE Vendor Number

(hereinafter referred to as the "Institution") and the Commissioner of Education, U.S. Department of Health,
Education. and Welfare (hereinafter referred to as the "Commissioner") in order to provide for the conduct of each
of the programs of student financial aid identified in Article I hereof (hereinafter referred to as the "Programs")
hereby agree to the terms of Artie:es I, H, and VII, and so Much of the remaining Articles of this Agreement as are
applicable to each program identified in Article I hereof.

ARTICLE I. SCOPE OF COVERAGE

This Agreement covers the Institution's participation in each of the following checked programs!

I SUPPLEMENTAL EDUCATIONAL OPPORTUNITY GRANTS PROGRAM (SEOGP)
Part A. Subpart 2, Title IV of the Higher Education Act of 1965

COLLEGE WORK-STUDY PROGRAM (CWSP)
Part C. Title IV of the Higher Education Act of 1965

I N ATIONAL DIRECT STUDENT LOAN PROGRAM (NDSLP)*
Part F. Title IV of the Higher Education Act of 1965

nos Agreement becomes effective on the date executed by the Commissioner except that if ethis Agreement

covers the participation of an Institution in any of the above programs in Fiscal Year 1974 the effective date of the

Agreement shall be July I. 1973,

ARTICLE II. GENERAL PROVISIONS APPLICABLE TO ALL PROGRAMS

I . The Institution shall use funds advanced to it from time to time pursuant to applications submitted under
this Agreement with respect to such programs for making deposits into its National Direct Student Loan Fund, for
making payments to students who have received Supplemental Educational Opportunity Grants, or for
compensating students who are employed under the Institution's College Work-Study Program, An amount not in
excess of 3`7,- per year of-

(a) The Institution's expenditures from its allocation of Federal funds for such year for Supplemental
-Educational Opportunity Grants,

*The National Direct Student Loan Program is deemed to be a continuation of the National Defense Student Loan Program

authorized by Title II of the National Defense Education Act of 1958. as amended.



(hi its total expenditures for such year tor compensation (including the non-Federal share of such
"mpensatn in ) ot students under its Utillege Work-Study Program,

On prin ipal amount ot loans made from its National Dtrect Student Loan Fund during such year

M.O., In the case ot the t. o ge Work-Study and Supplemental Edueational Opportunity Grants Programs. be
withdrawn In on their respectoe allocations or, in the ca1e ot the Nattonal Direct Student Loan Program, from its
Iund ns the Institution as a p,oment in lieu ot reimbursement tor administrative expenses: proeuted, h(Pwever, that
the total ot amounts so withdrawn tor a particular fiscal year may not exce:d S125,000,

2. I he hist rtution shall Li) maintain adequate records reflecting the transactions under each of the Programs,
iinluding A ii ftt .jis tor- administrative expenses, which records shall include sufficient information to indicate the
bat1 ot approval or disapproinil ot each student application for as,sistance;(b) ret9in such records for such periods of
tune as may be prescribed hy the Commissioner. (L.) submit an "Institutional Fiscal-Operations Report" and such
other reports and inlormation )1-1e Comniissioner may reasonably require in connection with the administration of
the Programs. and Id ) eomply with such procedures as the Commissioner may find necessary to insiire the accuracy
of sthh records and reports n Institution may not expend funds under this Agreement subsequent to the cutoff
date tor the tiling ot the "Institutional Fiscal-Operations Report" covering the operation of the program(s) for the
ineceding tis. al year it the Institution has not submitted that Report prior to such cutoff date. An Institution which
has fjited tL it,. "I n.tuuttonal Fiscal-Operations Report" prior to such cutoff date may continue to expend such

funds oni at such time ars it does tde such Report with the Commissioner or when the ('ommissioner expressly
ant h owes su, h t' 11/4 pe nd it Ures

.1 I he Institution shall use systematic methods for determining the financial need of applicants under the
Programs. as indicated in Schedule A. Systetn other than the American College Testing Program Financial Need
Analy so, ' lege Scholarship Start ices. or the Income Tax System are subject to the approval of the Commissioner.

4. 1ht. histitution shall establish procedures for making loans from the Fund, Supplemental Educational
Oppoitunits Grants and employment under the College Work-Study Program tor equivalent employment offered or
airaneed tor o the In.titution) reasonably available (to the extent of available funds) to all students eligible for each
pal tic ulai is pc. ut, assistanee the Institution shall make every effort to coordinate such of the Programs for which
has received an allocation ot funds and in, other financial aid programs

o be eliginle tor assistance under any of the Programs a student must, among other things, (a) have been
accepn.d tot enrollment as at least a halt-tune student or, in the case of a student already attending the Institution,
be in good standing as at !cast a half-time student, (b) be capable in the opinion of the Institution of maintaining

good standing. and (k. I be in need of such assistance to pursue his coursc of study. A student awarded a
Supplemental I dueational Opportunity Grant or employed under the College Work-Study Program must show

evideroe ot arcade titic or creative promise

h In addit n. n. in order to tie eligible for my assistance provided hereunder, the s.udent must: (a) be a citizen

or national ot the United States, or in the United States for other than a temporary purpose and intend to become a
permanent resident thereot, or a permanent resident of the 1rust Territory of the Pacific Islands, (h) have filed with
the Institution an affidavit stating that such assistance will be used solely for .,xpenses related to attendance or
continued attendance at such Institution. and tel meet the partic"-- program requiremenis regarding level of study,

as set torth nelow,

the assistance made vailable pursuant to this Agreement is subject to the Regulations in 45 CFR. Part 80.
issued hy the Seeretary of the Department ot Health, Education. and Welfare and approved by the President to
etfeetuate the provision of Section (101 of the Civil Rights Act of I 9M, and Title IX of the Education Amendments
of I n". ( Prohibition of Sex Discrimination ) IPA.. 42-318 ).

proprictar:, Institution of higher education shall ntee: such terms and conditions as the Commissioner
detetmines to he necessary to insure that the availability of assistance under the Programs to students has not, and
will not. Increase the tuition, lees ur other charges of the Institution.

top .0

6 -v.
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ARTICLE III. MAINTENANCE OF EFFORT

I I or ea. h ti. at y ear t(); WhiCti it tekciw. an allocation of funds under either the College Work-Study
Program or the Supplemental tdueational Opportunity (irants Program, or both, the Institution shall continue to
expend, in its other student aid programs !tont sour...es other than funds received under this Agreement, an amount
w tut h is not less than the average epen,,,,ore per year made tor that purpose during the three fiscal years preceding
ta ) the etteL toe date of any "Agreement Covering Instoutional Participation in Programs of Student Financial Aid"
entered into by the 'Commissioner and the Institution which was in effect on June 30, 1973, (b) the fiscal year for
which the Institution receives or received its trim allocation of tunds under the College Work-Study Program, (c) the
tis, al v Cal tor whk h the Institution received its first allocation of funds under the Educational Opporttinity Grants
Program (.0 t S t 1061-106/, 1069 ). or (d i the tisLal year for which the Institution receives or received its first
alio, anon ot twit!. under the Supplemental Educational Opportunity Grants Program if the Institution had not
participated in the I ducational OPportunity Grants Program in the fiscal year immediately preceding that tiscal
yeal. a. hi . hese!. is the latest

the Commissioner may waive the requirement set forth in paragraph 1. of this Article in accordance with
sikh %pc.. IA and unusual circumstanees as have been provided for by regulation.

ARTICLE IV. SPECIAL TERMS APPLICABIE TO THE
SUPPLEMENTAL EDUCATIONAL OPPORTUNITY GRAN'S

PROGRAM

I I he Institution shall make grants available only to those undergraduate students who meet the 'eligibility
riteria stated in paiagraphs 5 and 6 of Article II and who are of exceptional financial need. The Institution, in

determining whether a student is of exceptional.financial need, shall (a) consider the source of such student's income
and that of any individual or individuals upon whom he relies primarily for support, and (b) make appropriate
review ot the assets ot the student and any such individuals. Furthermore. the Institution shall make a determination
that . but for a Supplemental Fdueational Opportunity (;rant ...such student would not be financially able to pursue
In, ,ourse ot studs at the Institution.

2 the amount ot the 0-ant and its duration shall be dete.mmed and payments thereunder shall be made in
accordans-e w oh such policies and procedures as the Commissioner may prescribe by regulation.

; 1 he Institution shall make vigorous efforts to identify youths of exceptional financial need and encourage
them to continue their education beyond secondary school through such methods as:

Lii 1.stablishing strengthening close working relationships won other institutions of higher education,
se, ondary school principals. and guidance and counseling personnel with a view toward motivating
students to complete sc indary school and pursue postsecondary education opportunities and

to ) making . to the extent feasible. conditional commitments for Supplemental Educational Opportunity
(;rants to secondary school students with special emphasis on students enrolled in grade 11 or lower who

sh,la. evidence ot acadennC.or creative promise.

ARTICLE V. SPECIAL TERMS APPLICABLE TO THE
COLLEGE WORK-STUDY PROGRAM

I I he Ins.toution will conduct a program of part-time employment of eligible students in work for the
lnistrt&,iin itself, except in the case of a proprietary Institution of higher education, or work in the public interest
tor , p,it,lk or pnvate non-profit orgamlation ot.her than the Institution, under a written arrangement between the
Institution and such organi/ation.

2. Any such work

(a) Must not result in the displacement of employed workers or impair existing contracts for services:

II') must be governed by such conditions of employment as w he appropriate and reasonable in light of such
factors as type of work performed. geographical region, an proficiency of the employee:
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) must not invelve the construction, operation, or maintenance of so much of any facility as is used or is to
he used tor sectarian instruction or as a pla-.:e for religious workship; and

must not involve any partisan or nonpartisan political activity associated with a candidate, or contending
ta,tion or group, in an election for public or party office.

3 I he Institution shall be responsible for insuring that any public or private nonprofit organization with
which it enters into an arrangement is a reliable organization with profetsional direction and staff, and that the work
to be performed by the student is in the public interest, properly supervised, and consistent with the purpose of the
Program. In no event shall work be considered to be in the public interest where (a) it is work for which the political
support or affiliation of the student is a prerequisite or consideration for employment, (b) it is work to be
performed for an elected official other than as part of the regular administration of Federal, State, or local
governnient, or 6.-) it is work which is primarily for the benefit of members of a limited membership organization
huch as a credit union, religious or fraternal order, or a cooperative) rather than the public,

4. In making employ.ment available under the College Work-Study Program, the Institution shall give pref-

erence to students with the greatest financial need, taking into account grant assistance provided such students
trom ans public or private sources, and shall make such employment available only to (a) students who meet the
eligibility requirements stated in Article II, paragraphs 5 and 6 and (b) students who (i) are undergraduate, graduate
or professional students. or 00 in cases where the Institution is an area vocational school, have a certiqcate of
graduati.on from a secondary school or the recognized equivalent thereof and are pursuing a program of education
and training which requires at least six months to complete and is designed to prepare them for gainful employment
in a recognized occupation.

S. I he Federal share of the compensation of students employed in a College Work-Study Program covered by
this Agreement shall not exceed 80 percent of such coMpensation for part-time employment, except in unusual cases
as may he approved by the Commissioner pursuant to program regulations.

ARTICLE VI. SPECIAL TERMS APPLICABLE TO
NATIONAL DIRECT STUDENT LOAN PROGRAM

I The Institution shall establish and maintain a National Direct Student Loan Fund for the purpose of
making loans to eligible students. Any student loan fund established under an agreement pursuant to Section 204 of
Title II of the National Defense Education Act of 1958, as amended, shall he deemed to have been eirablished under
Section 463 of Title IV-F of the Higher Education Act of 1965, as amended, and any assets of such student loan
fund shall be deemed to be the assets of the student loan fund established under this Agreement. There shall be
deposited promptly in such Fund:

(a) Federal Capital Contributions received by the Institution pursuant to Section 462 of the Act;

(b) an amount, equal to not less than one-ninth of such Federal contributions, to be provided by the
Institution,

) collections of principal and interest on student loans made from the Fund;

di penalt, charges collected pursuant to Section 205(c) of Title II, NDEA and Section 464(c)(1XG) of Title
IV-F, Higher Education Act;

(e) payments made to the Institution pursuant to Section 465(b) of Title IV-E, HEA for reimbursement of
loans eancelled for each fiscal year pursuant to Sec'tion 465(a) of the Act; and

(1) any other earnings of the Fund,

Z. The Fund shall be used only for loans to students in accordance with this Agreement; for capital
distributions as provided in Section 466 of Title IV-E, HEA; for withdrawals pur...iant to Article It, paragraph I, of
this Agreement. and for c- ,ts of litigation, and other collection costs as agreed to by the Commissioner arising in
connection with the collection of any loan from the Fund or interest thereon, or any penalty charges assessed
pursuant to Section 205(c) of Title 11, NDEA or Section 464(c)(I)(G) of Title IV-E, HEA (plus interest and any
penalty charges assessed thereon pursuant to Section 464(0( I )(G) of the Act).



1. Where a note or written agreement evidencing a loan has been :n default for at least two years despite due
tIiligene on the part ot the Institution in making collection thereon, the Institution may assign its rights under such
note or ar.treenent to the United States without recompense, and in that event any sums collected on such loan shall
be deposited in the General Fund of the Treasury.

4. The Fund shall be deposited and carried in a special account of the Institution.

5 No pay ments shall be made from the Fund to any student unless the Institution has comrhed with the
truth in I ending requirements of Regulation Z (12 ('FR 226).

6. 1 he Institution shall accept responsibility for and use due diligence in effecting the collection of the
prncipal and interest due and payable on loans made from the Fund.

7 the Institution thall make loans under this Program available only to undergraduate, graduate or
-

professional students Who meet the eligibility requirements stated in Article II, paragrenhs 5 and 6.

ARTICLE VII. TERMINATION AND SUSPENSION OF AGREEMENT

Extension and Termination

. this Agreement shall expire at the end of the fiscal year in which it becomes effective unless an extension
of the Agreement is entered into by the Institution and the Commissioner. Prior to the cutoff date for the filing of
applications for funds for any fiscal year under the Suppleme»tal Educational Opplrtunity Grants, College
Work-Study or National Direct Student Loan Programs, the Institution may apply to extend this Agreement by
submitting a eompleted Extension of Agreement" form to the Commissioner. The Commissioner's approval of such
an extension with respect to each program will be indicated by his allocation of funds to the Institution for that
program for the fiscal year covered by the "Extension of Agreement."

2. Should' the Institution wish to terminate this Agreement, it agrees to provide the Commissioner with 90
days written notice of its intention to do so.

3. l the Commissioner finds that any of the assurances or representations made in connection with this
Agreement or any application for funds hereunder to be incomplete or incorrect in any material respect or that there
has been a failure to comply with any of the provisions of the Agreement, he may, after notice of and an
opportunity afforded for a hearing, terminate the Agreement or take such other actions as may be necessary and
appropriate to protect the interests of the United States.

4, The termination of this Agreement shall not affect obligations previously incurred by either party under,
this Agreement the Commissioner will, in the event of termination, advise the Institution as to what procedures are
fo he employed in ending the Institution's operations hereunder.

I or the Commissioner For the Ir..:itution

Date

this Agreement' covers pa ticipation of

Title

Date

*An officer legally authorized to execute this Agreement
for and on behalf of the Institution.

Name and Location of Institution

...` in each of the following checked programs:

Supplemental Educational Opportunity Grants Program (20 U.S.C. 1070b et seq)

I College Work-Study Program (42 U.S.C. 2751 et seq)

National Direct Student Loan Program (20 U.S.C. 1087aa et seq)
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Schedule A

I he tollow mg inethodts of student financial need assessment will be in use during the period covered by this
Agreement ('heck the appropnate boxtes).

I j American College testing Program Financial Need Analysis

) ollege Scholarship Service

Inconie la K. System as defined m,45 CFR 176.140)( 2)

I I Oilier (It this entry is checked, please attach two copies of the proposed method of need assessment, which is
subiect to the approval ot the Commissioner under conditions set out iu the program regulations.)

ADDENDUM #1 TO THE AGREEMENT

(This paragraph replaces Article II, paragraph 3 on page 3 of the Agreement)

3. In order to comply with regulations on the determination of a student's need (copy attached), the Institution
shall utilve a need at alysts system or method of calculation approved by the Commissioner as indicated in S..chedule
A. Regulations provide for an annual review of all systems except the Income Tax System and the Basic Educational
Opportunity Grant Program method of calculating an 'expected family contribution. A list of approved systems will
he publis'ied before September 1 each year.

To date, the need analysis systems approved by ,the Commissioner pursuant to that regulation for use in making
awards to students for the 1976-77 Award Period are as follows:

I. Income Tax (Dependent student only)
2. Basic Educational Opportunity Grant (BEOG)
3. College Scholarship Service (Uniform Methodology)
4, American College Testing (Uniform Methodology)
5 Graduate and Professional Student Financial Analysis Service (GAPSFAS)

Student Assistance Financial Evaluation (SAFE)
7. Student Aid Management (SAM)
8. Financial Analysis Services (FAS)

If. the Institution wishes to use a need analysis system not included in the above approved list, attach two copies of
the proposed method of need assessment, which is subject to the approval of the Commissioner under conditions set
forth in the program regulations.

r",f
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Whereas, the students of

APPENDIX B

DEPARTMENT OF HEALTH. EDUCATION, AND WELFARE
OFFICE OF EDUCATION

BUREAU OF POSTSECONDARY EDUCATION
WASHINGTON, D.C. 20202

TERMS OF AGREEMENT
( Agreement (.ovenng the Computation and Disbursement

of Bask Educational Opportunity Grants)
July 1973

(Name of Institution)
, hereinafter referred to as the "Institution", are potentially

Location of Institution)
eligible to let eise grant awards under the program of Basic Educational Opportunity Grants administered by the

U S. 'ommissitmer of Education, hereinafter referred to as the "Commissioner," pursuant to Part A, Subpart I of

Title IV ot the lligher Education Act of 1965, as amended (20 U.S.C. 1070a) and the regukttions issued pursuant

thereto (45 ('E R Part 190 et seq.); and

Nate. eas, a tmding of the eligibihty of such students to receive awards, the computation of the amount of such

al.kards. an.t the disbursement of funds to its students can best be accomplished by the Institution;

Now, theretore, in order to facilitate the conduct of the Basic Educational Opportunity Grants Program with

respect to its students the Institution agrees to the following undertakings:

General Undertakings

1. The Institution shall make eligibility determinations, computations of awards, and. disbursements from

stuns provided kr that purr,se by the Commissioner, at such times and in such manner as the Commissioner shall

frtmi ;0 time prescribe. An award shall be paid to a student only if the Institutirm determines in accordance

with the regulations and instructions issued for that purpose that (i) such student is an "eligible student" and (ii) the

amount to be paid hat; been determined in accordance with the applicable payment schedule and other instructions

as are issued h f.e Commissloner. The payment schedule will reflect the amount .of an award to be made with

respect to a student on the basis of (0 a dollar amount representing such student's "expected family co itribution"

(student eligibility index ) and (n) the student's cost of attendance at the Institution. The amount of a student's

award will then he adiusted by the Institution on the basis of (i) the portion of the academic year for which the

student is enrolled and (u) the full-time or the part-time nature of his enrollment. The figure representing the

student's "expected family contribution" (student eligibility index) is supplied by the Commissioner (Student

Eligibility Report) to ejch student applicant who tn turn submits it to the Institution. The figure representing the

student's cost of attendance at the Institution is to be computed by the Institution in accordance with the

regulations issued by the Commissioner (45 CFR 190.51). The full-time or part-time nature of a student's

enrollment and the portion of the academic year for which he is enrolled will also be determined by the Institution

in accordance with regulations issued by the Commissioner,

2. the Institution agrees that it wal use all funds made available to it by the Commissioner pursuant to this

greement only for making payments of Basic Educational Opportunity Grants as provided for in this Agreement.

In the event that an overpayment is made to a student the Institution will cooperate fully with the Commissioner,

making every reasonable effort to effect the return of such overpayment. The Institution does not, however, assume

liability for any overpayments which are not so recosered unless such overpayment was made by the Institution

under onumstances where the regulations or instructions of the Commissioner clearly indicate that such payment

should not have been made. In making a finding that a student is an "eligible student," the. Institution is entitled to

rely on information provided by the student.



1! Specific Undertakings

In addition to thr foregoing undertakings, and in no way in limitation thereof, the Institution further agrees as
foIlosvs

I . All tunds received and disbursed under this agreement shall be handled through an account which may be

an existing account (preferably one maintained for Federal funds) provided adequate control ledgers are mailtained
to properly account for such funds separately f rom other funds.

2. The Institution shall maintain adequate records, for such period of tune as prescribed by the Commissioner,
with regard to (i) the eligibility, or lack thereof, of all students enrolled in the Institution who have applied to the
Institution tor payments ot a Basic Educational Opportunity Grant; (ii) the amount of such grants as have been
aw;arded and- to whom, (in) the amount and alate of disbursement of such grants to such students; and (iv) the
amount .-ad date of any overpayments of awards that have been restored to the program account. Such records shall
include the "Student Eligibility Repon" for each student, the student's C, of attendance at the Institution, and
the basis on which his full,time or part-time enrollment status and the portion of the academic year for which the
student was enrolled was determined

3, The Institution will at all reasonable times make available for inspection by authorized representatives of
the Commissioner, at the offices of the Institution, all books, records, documents, and other evidence bearing on the
receipt and expenditure of such funds as have been made available to the Institution pursuant to this Agreement.
Su,ch right of inspection wili extend for a period of five (5) years from the date of submission of a final report
covering any such funds, unless the Commissioner provides otherwise by regulation.

4. The Institution shall submit such reports and information as the Commissioner may reasonably require in
connection with the forgoing undertakings of the Institution and the accounting for the payment of Federal funds.

5. The Institution shall reduce to writing its policy for making refunds of amounts paid on account of tuition,
fees, room, and hoard to students who withdraw or fail to pursue their coicrse of study. A copy of such policy shall
be made available to the Commissioner upon request. The Instittaiion agrees that if a refund is made' to a student
pursuant to the policy a the Institution, the amount of such refund as is reasonably attributable to the payment of
a Basic Educational Opportunity Grant in the light of the total of the amount paid to the Institution by the student
tor tuition, fees, room, and board, shall be treated as an overpayment and restored to the program account.

h. The Institution (if a proprietary Institution of higher education as defined in §491 of the Higher Education
Act of I9o5 20 U S C. IOSSI shall comply with such terms and conditions as the Commissioner determines to he
necessary to insure that the availability of assistance under this program to students has not, and will not, increase
the tuition, fees or other charges of the Institution.

111. Effect of Agreement

I This Agreement shall be in effect with respect to all funds advanced to the Institution for disbursement
under the Basic Educational Opportunity Grant Program.

2. The Institution understands and agrees that funds shall continue to be advanced to the Institution pursuant
to this Agreement and the Institution shall continue to carry out Its undertakings pursuant to this Agreement for so
long as the Institution and the Commissioner mutually agree to do so.

3. me Institution agrees that reasonable notice shall be given to the Commissioner if it no longer is willing or
able to carry out the terms hereof, and the Institution is advised that similar notice will he given to the Institution in
the event the ('ommissioner selects some other means for making Basic Educational Opportunity Grants available to
st udents att.: nd ing the Institution.

(Institutional Authorizing Officer)

:Name and Title)
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nus Agreement covers the fo'lowing branch campuses of the Institution

Name and Address OF Vendor Number

3.

4.
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6.

- IRS No.
(Internal Revenue Service Number)
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APPENDIX C

Excerpts From HEW Audit Guide

I- he LIE W Audit Guide was designed to taimhante independent auditors and accountants with the significant
accounting and recordkeeping prosisions ot the MS. NDSL and SFOG programs. Excerpts from the Audit Guide
are included in this .tfanual :n an attvmpt to give institutional representattves working with the programs discussed in
the manua! an opport units to hecome aware of the guidelines to be used by the auditors of these programs. Unless
otherwise Ind), ited, ot the t.illowing material has been excerpted verbatim from the Audit Guide dated May.

A Audir Objectives

I he olnectises ot the audit are to determine whether
the institution has established procedures for coordinating assistance provided under all Federal student aid
progratn,, in w Inch it part icip,ites

2 I he insritution has established systems of internal control, accounting, and reporting, and has exercised
proper , ontrols in the operation of and accounting for the funds provided for the programs.

he institution has established and has followed policies and procedures to ensure that the funds provided
are being iva..d onls tor the purposes set forth in the institution's agreement with the Commissioner of
I-ducat:on and that the policies and procedures conform with applicable L1EW diNctives.

4. he institution has established a control and self evaluation system intended to monitor and evaluate the
programs to determine if its otnectiv.es are met.

ti Internal Controls

ck's Reciew the ss stern ot Internal controls applicable to the CWS program t- detrmine whether the policies
and procedures estahlished kly the institution are written, and provide for appropriate segregation of
responsibilities and ontrols that are reasonahle in the circumstances over

I the receipt and disbursement ot cash,
2 the pa) ment ot wages,
1. the pas !Tient of administrative expenses,
4 the recording of transactins to the general ledger control accounts,
c the operations ot the oft-campus agencies e.g., preparation or time sheets, payroll records, signature

ant honiation cards.

Reciew the ss stem of int6.nal controls applicable to the NDSL program to determine whether the
policies and icediires established hy the institution are written, and provided for appropriate segregation of
responsibilities and controls that are reasonable in the circumstances over

I the receipt and disbursement of cash,
2 the grantim! of loans,
3 the pas ment of administrative expense.,
4 the collection of loan principal and interest, .

the pas ment of litigation costs,
the cancellation of loans -partial or complete,
the capital contributions Federal and institutional.

S. the recording of transactions to asset, capital, revenue, and expense accounts.

SEOG Re..iew the ss stein of Internal controls applicable to the SEOG program to determine whether the
policies and procedures established by the mnct!tution are writt?n, d provide ttA appiopriale segregation of
responsibilities and controls that are adequate in the circumstances over:

I the funding of the SEOG program,
the payment of SEOG awards initial year and continuing year.
the recording of transactions to the general ledger control accounts.
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Compliance Coordination of Federally Assisted Student Aid Programs

Determine that the institution has controls to prech7ide the awarding of assistance in eXcess of a student's
Imam Lai needs

I Determine w hether the institution has e.labitshed procedures for oord mating assistance provided under all
edt t at student aid programs which require a showing of financial need with any assistance provided under

the RaNk duLathinal Opportunity Grants program, the Guaranteed Student Loan program, and other
s,hool.adinmistered Jiti program.

2. I./etet mine` whether the students have received an amount in excess of theu financial needs by examining the
dokumentation relating to Imancial need on a representative sample of students participating in the student
aid program

lii LICK' of the d,Itk:ult of pwcise heed determination, OF does not consider awards.of up to S.f 00 in excess of,,a
student's predetermined tmancral need amount as being unreasonable. ('onsequently, OF would not require any
hnancial adiustments w hen the financial aid received by a student under these programs exceeded his" financial need
hs less than 100

I) Compliance Self, evaluation System

1 lietcrinme It the institution has established a Selt-oialuation system to monitor and evaluate the programs to
ensure that obiectives are met.

Determine the trequerhs of the selt-evaluation reviews_

Determine n the answers to the questions are complete. For those areas covered in the scope of the audit,'
determine that tiles are consistent with the results obtained during the review.

4. Determine ml rre, air ion waS taken iTh problem areas noted during the self-evaluation review.

Pr
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